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Qooretanios, Free chip-resistant nail polish 


from Underwood—the typewriter 


look | designed to Keep vour hands lovely! 


Underwood's Red, the brilliant new nail polish, stays on and on. 





And it’s free to secretaries and other lady executives from the makers 
of the l nderwood 150 —the typewriter espec rally designed to kee p your hands 


lovely to look ut, lovely to touch. 

Your fhngernails never even touch the keys with the Underwood 150’s 

exclusive half-moon kevys—and that means no more broken 

hngernails or chipped nail polish! Rough, widened fingertips from 

punching stubborn typewriter keys are a thing of the past, too— 
) 


l nderwood’s exclusive touch tuning Is kitten-soft, gives you ZS 












UNDERWOODS 






Chip Resistant ! 
Nail Lacquer easy-to-set Variations. 
nd for Laty Fnecvtnees 
TEST SAMPLE *X 1% 
NOERWOOE “URE 
PARE AVE Wy 


the number is in the Yellow Pages) 






Phone your Underwood office 
and ask the | ypewriter Division Representative for your free nail polish 










—or just type us a note on your othce stationery. 








UNDERWOOD 150 


THE NEW 
5 LOVELY COLORS! 


NOW COMES IN en aXe 
UNDERWOOD 
Nt 1 
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COLOR STYLI LLE GUILD 








Vn anataral Tome Saver -- 


This System tabbed 2/5 cut supplementary folder 
is made to increase the efficiency of your active files. GE. 
It is a deluxe permanent individual folder. os 










Stenographers will love the 
double usage of Smead's 

File Binder. It stands up 
right and the fasteners lock 
all papers securely in place. 





This file binder is placed immediately 


') behind the regular individual folder of 
that same account. 








FIL SMEAD'S > 
Bound papers E B ‘ N 1 


read like a book”’ 


from front to back. Important contracts, credit information, 

price proposals and other important papers 
can be separated from the general corre- 
spondence, in the individual file folder, by 
securely binding in a Smead’s File Binder. 
This file binder is placed immediately 
behind the regular individual folder of 
that same account. 


Smead’s File Binders are furnished in 
different colors—colors you may select to 
typify different classifications. 


When such records should not be trans- 
ferred from the active files, instructions 


can be so placed on the front of the 
file binder. 


A credit file adaptation of this binder is 
Smead’s number 615CR furnished in 
bright red, with a credit information 
. form printed on the front. 





SEE YOUR STATIONER, THE SMEAD MANUFACTURING CO., INC. 
STINGS INESOT 
OR WRITE US FOR A FREE SAMPLE Ys Se ical 


at Rae 
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Please send me a free sample of the Smead 
File Binder. 


NAME 
ADDRESS 








CITY ZONE... 1 At SW...» 
T 

















TODAY’S SECRETARY ¢@ December, 1955 l 








TODAY'S 
SECRETARY 


FOUNDED AS THE CREGG WRITER IN 1898 
Volume 58. Number 4 


December, L955 


Plus Values Distinguish Good Secretary D.W. Harris 4 
Ask the Experts 6 
very Dav's a Holiday! Rollie Hochstein 9 
Desk \ecessories ... the Key to Efficiency Homer Smith 12 
(christmas Hostess R. H. Hocking 14 
How to Put Across Your Ideas John P. Whitcomb 16 


Handhbook—Sugar-Plum Plans for the Secretary Marion Noves 18 
Kav Butner 23 

Connie Corho 35 
Florence Elaine Ulrich 36 
E. Lillian Hutchinson 39 
Office Shopping Center 16 
Gifts for Those Who Have Evervthing 19 


Phe Personnel Touch-——-Office Dating. Pro and Con 
\lessenver Service Pavs 

Announcing Fortv-Third OGA Contest 

Words Can be Teasers 


Good tooKs 


(Good Looks Cover 95 
Holiday Glamor for Christmas Belles 26 
Putting Dollars into Scents Helen Whitcomb 28 


Oriental Theme Kevnotes Holiday Fashions Jeanne Pennie 30 
Christmas Beauty Buvs 31 


Poday’s Secretary Goes Shopping 3 


IN SHORTHAND 


18 River Street Kathleen Berger 2) 
Eleanor M. Perz 24 
Carl H. Nelson 42 
Margaret Ottley 48 


File and Forget 56 


People, Places. and Things in Gregg Simplified 
Pencil-Packin’ Soldiet 


Flash Reading: Help ‘Yourself 


SECRETARIAL SKILL BUILDING 


Shorthand Penmanship: Junior and Senior OGA\ Tests 17, 36 
Iypewriting Arrangement: Junior and Senior OAT ‘Tests 38 
ypewriting Speed: Competent Typist Test 10 
Pranseribing Speed Practice 1] 





Publisher and Business Manager: &. WALTER EDWARDS 

“Lditor \MES BOLGER 

Vanaging Editor: s\LLy CLARKE 

Technical Editor: MERRITTA BROWN 

Editorial Consultant: ALAN C. LLOYD, PH.D. 

Shorthand Editor: CUARLES E. z0l BEK 

Typewriting Editor: HAROLD H. SMITH 

{ssistant Editors: MARY E. JOLLON © ELEANOR M. PERZ © ROBERTA G. PAVLL 

Special Layouts: J\CK MARZULLO 

Editorial Associates: E. LILLIAN HUTCHINSON, R. ROBERT ROSENBERG, 

CHARLES RADER, KAY BUTNER, CHARLES LEE SWEM 

Circulation Manager: FLORENCE E. ULRICH 

Advertising Representatives: Atlanta 3—stokEs HENRY, McGraw-Hill, 801 Rhodes-Haverty 
Building, WAlnut 5778. Chicago 1l—ray wiecert, McGraw-Hill, 520 N. Michigan Avenue, 
MOhawk 4-5800. Dallas l1—james casn, MeGraw-Hill, First National Bank Building, 
PRospect 7-5064. Los Angeles 17—cart w. pysincer, MeGraw-Hill, 1111 Wilshire Boulevard, 


MAdison 6-4323. San Francisco—t. EVANS WYCKOFF, McGraw-Hill, 68 Post Street, DOuglas 
2-4600. 


PUBLISHED MONTHLY, EXCEPT JULY AND AUGUST. BY GREGG PUBLISHING DIVISION, 
MeGRAW-HILL BOOK COMPANY, INC... AT MeCALL STREET. DAYTON 1, OHIO. SUBSCRIP- 
PION, EDITORIAL AND EXECUTIVE OFFICES AT 330 W, 42 STREET. NEW YORK 36. N. Y. 
SUBSCRIPTION RATES: UNITED STATES AND POSSESSIONS—$3.00 A YEAR, $5.00 TWO YEARS: CANADA 
$3.25 a year, $5.50 FOR TWO YEARS; ALL OTHER COUNTRIES, $4.00 A YEAR. SECOND-CLASS MAIL 
PRIVILEGES THORIZED AT DAYTON, OHIO. COPYRIGHT, 1955, BY GREGG PUBLISHING DIVISION, 
MCCRAW-HILL BOOK COMPANY, INC, PRINTED IN THE U. S. A. 


2 TODAY’S SECRETARY e@ December, 1955 








o 
“ 





()> oun Covin—a versatile mix-n-match 

ensemble that will take vou through 
the Christmas holidays in high fashion 
Koret of California’s quilted flare skirt 
ina Fujivama pattern—a delicate Oriental 
print of beige, with traceries of gold. 
Crease resistant’ and guaranteed hand 
washable. Matching waist-length jacket 
may be reversed to reveal a washable 
velveteen lining in red or black. Sizes 
10-18. Skirt, $10.95. Jacket, $14.95. 
Strapless top, $7.95. Available at the 
Yeager Company, Akron; Graber’s, Miami 
Beach: Demery’s, Detroit; and Weinstock 
Lubin, Sacramento. 


TS in the Atomie World 


WERE ALWAYS PLEASANTLY SURPRISED 
when we receive news on the vast scope 
of Tonay’s SecreTAny’s circulation. And 
as proot positive of the fact that we're as 
modern as the atomic age, we offer the 
following report from the General Electric 
Company: “More than 75,000 copies of 
800 different magazines are circulated an- 
nually among General Electric personnel 
at the Hanford atomic plant from. the 
firm's technical library. We thought vou 
would be interested in knowing that 
Fopays Secretary is one of the ten 
most-read magazines.” 

We were also particularly pleased to 
discover that Topay’s Secrerary shares 
this honor with such distinguished publi- 
cations as Nucleonics, Scientific Ameri- 
can, the Harvard Business Review, Busi- 
ness Week, and the Atomic Energy 
Newsletter. 


To You from Us 


MAY THE SPIRIT OF THE PRINCE OF PEAC! 
make your Christmas a holy and a happy 
one this year. And may His blessings be 
yours, not only during this joyous season 
but throughout 1956. 

















Tell him about the new, completely different... 
COMPTOMETER® magnetic Dictation-Transcription machine 


















Imagine how much faster and better you could transcribe if your boss 
gave you dictation entirely free from confusing errors or corrections. You 
would have more time for executive assistance, filing, making appoint- 
ments and answering routine correspondence. All this is possible when 
your boss dictates on a new Comptometer Dictation-Transcription machine. 
...It’s magnetic. The entire message or any part can be completely erased 
or replaced by a corrected phrase or word. Much simpler for you to 
operate, too. A single foot pedal controls all. Ask your boss to try this great 
new advance in dictation. He’ll like its error-erasing feature, its re-usable 
Mylar* belts that last for thousands of dictations without ever wearing 
out. And you'll both like the new Hi-Fi voice reproduction, unlike today’s 
conventional dictation machines. Send in coupon for complete facts. Your 
boss will compliment you on your judgment. 


- 





= a 





The new Comptometer 
Dictation-Transcription Machine, 

the world famous Comptometer 
Adding-Caiculating Machine, and the 
new Comptograph 10-key Calculating- 
Adding Machine are products ot 

Felt & Tarrant Mfg. Co., 





TODAY 


The amazing 


DICTATION’'S GREATEST TRIUMPH! 
Comptometer 


Erase-O-Matic 


1887 1939 1948 belt. Never wears 





out, can be used 
The first dictation The first record First flexible indefinitely, er- Chicago 22, Ill. 
machine with type dictation. plastic belt. A rors can be erased 
fragile wax cylin- Disadvantage definite advance, mognetically. 
ders that had to costly, breakable, but still costly 
be re-surfaced. only one use. one use. E 























RE-USABLE BELTS NEVER WEAR OUT a ee 
Comptometer Dictation Division 


Comptometer’s Erase-O-Matic belts, made from miracle MAIL Felt & Tarrant Mfg. Co. — 
Mylar*, can be reused thousands of times—a tremendous Cc 0 U P 0 N 1708 Marshfield St., Chicago 22, Illinois 
economy feature. They are renewed magnetically, in just Gentlemen: Without cost or obligation to me, 
three seconds, without removing from machine. TODAY please 


HI-FI VOICE REPRODUCTION (] Send complete information 
(] Arrange an office demonstration 





Comptometer’s magnetic dictation means high fidelity— 
true, authentic reproduction of your voice, making it 


. NAME. 
easier to understand for faster, more perfect transcrip- 
tion. COMPANY 
YOU ARE INVITED TO TRY THIS YEARS AHEAD COMPTOMETER ADDRESS ’ 
IN A FREE OFFICE TRIAL OR DEMONSTRATION eo ee 
. city , senpenignicniag COUNTY............. STATE 
DU PONT’ S TRADEMARK FOR ITS POLYESTER FILM 
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2 REQUIREMENTS FOR SUCCESS 








You will advance 
faster in your career 
if you have been 
well-trained in an 
accredited school— 
and if you acquire 
the EraserStik habit 
early. 

EraserStik is differ- 
ent. It is a modern, 
slim, pencil-shaped, 
wood-encased eraser 
that erases a single 
letter without marring 
the rest of the word. 
it sharpens just like 
a pencil. 

If you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 
today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results 
expose rubber point 
about 3/16”. 











AWFABER GraseRS 7K GILSERVICE) U.S.A.7099 





stavice) u.s.A. 7099 B 


AWFABER ERASERS TIK 
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A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 
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THE BOSS SPEAKS OUT 





HAVE the best secretary in the 

company!” 

This is the unqualified  state- 
ment I have overheard frequently 
from department heads in TWA. 
In the most recent instance, | began 
to wonder about the mysterious 
qualities these girls must possess 
that would cause their bosses to 
make such positive statements. 

That they are efficient in taking 
and transcribing dictation 
without saying, for, in a company 
like TWA, which is spread halt- 
way around the world, voluminous 
correspondence is an economic 
necessity. Any secretary hired by 
TWA must therefore measure up to 
a high standard of efficiency in 
dictation and typing. 

So, it is not efficiency alone 
that makes the difference between 
“the best secretary in the company 
and the run-of-the-mill variety. 
What does make the difference? 

First of all. I think, a girl must 
want to do a better than average 
job. She must take a_ personal 
interest in the company, like the 
kind of work she has chosen to 
do—and, perhaps most of all. she 
must be loval to her boss and do 
everything in her power to make 
him a success. 


Goes 


I'LL GIVE YOU SOME EXAMPLES of 
what I mean. A secretary who is 
on her toes has that important file 
on the boss’s desk before he has 
to ask for it—because she knows 
he’s going to need it. She reminds 
him in advance of appointments 
and meetings, what the purposes of 
these meetings are, and lays on 
his desk all the information he will 
need long before he thinks of it 
himself at the last minute. 

A good secretary relieves her 
boss of many of the office details 
that, technically, he might be ex- 





pected to initiate himself. This re- 
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Plus Values Distinguish 


Good Secretary 


a me Ws 


HARRIS 


Vice-President, Industrial Relations, Trans W orld Airlines 


quires a girl with a great deal of 
common sense and experience. | 
don't recommend it generally, but 
such matters as routine correspond- 
ence, preparation of required forms. 
invoices, etc., can be taken over by 
the smart secretary as a timesaving 
aid to her boss. 


TO BE ONE OF THESE “BESTS,” a SeC- 
retary must also do a_ top-notch 
public-relations job for her boss. 
The customer, client, associate, or 
even the boss’s boss will auto- 
matically think more of him if they 
are first favorably impressed with 
the girl at the front desk. A perfect 
tvpist who is a cold turkey on 
the phone can ruin many a profit- 
able business deal, 
courteous, considerate secretary 
may easily become the boss’s—and 
the company’s—first-line salesman. 

This, of course, is even more im- 
portant in her face-to-face contacts. 
If her desk is neat and not cluttered 
with personal items, if she is dressed 
tastefully for the office and not for 
an evening's outing. if she is warm 
and cordial, straightforward and 
tactful and not cold, unfriendly, 
and evasive, she can win innumer- 
able friends for her boss whether 
he ever gets to see them or not. 

Then there are the scores of 
other “little” things that, in my 
opinion, make a good secretary— 
the pitcher of cold water and clean 
glasses on the desk when 
he’s having a conference, 
clippings from newspapers and 
magazines on subjects pertaining 
to his work or the company, the 
good sense to keep mum on confi- 
dential matters without being told. 

All these things, I believe, are 
important to being a good sec- 
retary. And I feel well qualified 
to point out such factors, because, 
you see. ... I have the best secre- 
tary in our company! 


whereas a 


boss’s 
long 







+ New Underwoot 
see Desk Stabilizer 


ends “desk wobble. 
costs only *4.95 


Underwood’s new Desk Stabilizer eliminates 
desk vibration, turns a wobbly typewriter platform 
into a firm, steady typing support. 

Eve strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured, 

Ask your boss or othce manager for the new 
Underwood Desk Stabilizer. It’s a sure way to get 
better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Ottce. You'll tnd the number in 


your phone book. Order yours today! 

@ Adjusts from 17 to 31 inches 

@ Automatic, self-locking mechanism 

@ Instant finger-tip release 

@ Smooth, no-snag, all-metal construction 
@ Positive support... no slippage 

@ Supports over 200 pounds 

@ Telescopes to fit in any desk drawer 


@ Mar-proof rubber top bumper and floor base 


SUPPLY LVDERWOOD DIVISION 
CORPORATION _) 
_—————— - 
UNDERWOOD YRPORATION 
One Pork N.Y. 
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Ask the Experts... 





Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 


Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
EE Gil oxadobaamaes Gilbert Kahn 





i. My employers wife frequently tele- 
phones the office for information, particular- 
ly the amount of the bank deposits for the 
day. This is quite embarrassing, and I don’t 


know how to handle the situation. 


{. | would simply say that I am sorry I 

don’t have that information and would 
keep saying it until she took the hint or 
tired of asking. | most certainly would 
not give her any information unless so 
instructed by my employer. 


v. Should a return address be placed on 


business Christmas cards? 


{. Only if one is writing to casual ac- 
quaintances or has just moved—in 
which case, he should use his new ad- 


dress and mail early. 





Q. {t business college. I learned to calcu- 
late interest by the 60-day 6% method. Now 
/ am employed by a firm u here all interest 
is charged at the rate of 42%. 1 first find 
the interest at 6%: then divide by 6 and 
multiply the result by 4%. Isn’t there a 
shorter way 7? 


1. Yes, there are two ways, either of 
which would save you time and effort. 

First, if the 6° method is used, it is 
easier to follow these steps: (1) Find 
the interest at 6% for the required time; 
(2) Divide by 4 to find the interest at 
144%; (3) Subtract (6° -1142%) to 
ascertain the interest at 414%. 

EXAMPLE: 

Find the interest on $3,200 at 412% for 

60 days. 


Step ] 
$32.00—interest at 6% for 60 days 
$16.00 ($32.00—2)—interest at 6% for 30 
days. 


Step 2 
$4.00 ($16.00—4)— interest at 142% for 
30 days 


Step 3 


$12.00 ($16—$S4)—interest at 412% for 30 


days. 

A second and better method is one we 
might call the 80-day 444% method of 
finding interest. By moving the decimal 
in the principal two places to the left, we 
have the interest on that amount for 80 
days at 444%. Thus, we may use the 


6 


following formula to find the interest: 
Principal (pointed off 2 places x No. of days 
80 
Now, let’s solve the same problem by 
Method Two. Find the interest on 
$3.200 at 41. interest for 30 days. 
$32.00 x 30 days 
80 
I’m sure you will find the second 
method superior to the first. 


- $12.00 interest 


Q. When my employer drove up to his 
house, he saw several men raising scaffolds 
preparatory to painting the house. Although 
he realized that a~mistake was obviously 
being made and that the wrong house was 
being painted, he did nothing to stop them. 
Can he be held for the reasonable value o} 
the paint job? 


A. Yes. When services are performed 
for another, with his knowledge, and 
there is no evidence that such benefits 
were conferred gratuitously. the law im- 
plies a promise to pay for their reason- 
able value. 


Q. Is Ls proper to enclose two or three dif- 
ferent letters to the same company in one 
envelope? 


A. Yes. if (a) the letter is to the same 
individual, or (6) if the firm is very 
small. 





Q. For the past three years. I have been em- 
ployed as a stenographer. Now I’m planning 
to apply for a secretarial position with an- 
other company and would like to know if 
you think this is a wise decision. 

In addition to my regular stenographic 
duties, | do most of the typing, billing. and 
filing in our office; prepare reports and op- 
erate a duplicating machine, I also act as re- 
ceptionist and telephone operator. Do you 
think I have the qualifications to be a sécre- 
tary? 


A. You appear to have the skill require- 
ments. Only you, however, know whether 
you are qualified—whether you are at- 
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tractive and pleasant enough, mature 
and poised enough, responsible and re- 
ceptive enough to be a secretary. 


Q. Where should I file correspondence 
from the B & I Girls Club, which stands for 
Business and Industrial Girls Club? Should 
the correspondence be filed at the beginning 
of the B’s or under Bus? 


4. In filing. abbreviated names are 
treated as though the words were 
spelled in full. Therefore, B & 1 Girls 
Club, since it stands for Business and 
Industrial Girls Club, would be filed 
under Bus. Hi the full name of the club 
were not known, the correspondence 
would, of course. have to be filed under 


Bl. 


Q. Will you please tell me the correct use 
of the words affect and effect in these sen- 
tences: “The change in material will .... 

and “This factor will have a 
MEN < 6 as. upon further cost.” 


the price”: 


A. The first sentence should read: “The 
change in material will affect the price.” 
It may help you to remember that the 
verb meaning to “act upon” is affect. 
The verb effect means to “bring about,” 
to “cause.” 

The second sentence should read: 
“This factor will have a similar effect 
upon further cost.” Remember that as a 
noun (meaning “result”) it is always 
spelled with an e. Affect is a verb only. 


Q. What is the difference between a publi: 
stenographer, a Certified Shorthand Report- 


er, and a Certified Professional Secretary 7? 


A. A public stenographer is just what 
the name implies: a stenographer who 
serves the public instead of one boss. 
She has an office in a readily accessible 
lovation—in a hotel, for example—and 
stands by, ready to accommodate per- 
sons who have work to be done. A pub- 
lic stenographer’s clients are usually 
businessmen who are away from their 
offices. 

A Certified Shorthand Reporter, on 
the other hand, is someone who has 
taken a test proving his ability to take 
verbatim dictation. Such a test has a 
legal basis and varies in different states 
(not all states grant this title). The 
test usually consists of five minutes 





minute. The 
establish the fact 
can take bedside testimony, dep- 
and the like. His lacking this 
eliminate the value of 
what he recorded when it was presented 


17d words 


lictation at 


CSR. vou 


that he 


see. must 
ositions, 
ibility would 
in court, 

‘he Certified Professional Secretary 

he Certifiec rofessional Secretary 
ius passed the extremely difficult tests 
viven by the A sso- 
ciation each summer and has been given 


National Secretaries 


a certificate testifying to the demon- 
strated ability. This CPS certificate, 
however unlike that of the CSR—has 


no legal status. 


Q. 1 am secretary in a real estate office. 
‘ 
Vay my employer ever act as agent for two 


principals at the same time? 


{. Yes -when the employer is acting as 
agent under specific instructions from 


each principal as to his duties, and when 
the nature of the transaction is such that 
he can faithfully discharge his obliga- 
tions to one without conflicting with his 
fidelity to the other. Thus, your em- 


ployer may frequently bring buyer and 


seller of property together and repre- 
the 


sent each with knowledge of the 


other. 





Vv. I receive many letters signed with only 


the initials and surname { little che king 
usually reveals that the person using this 


style of signature 


is a woman, Are there any 


ules for addressing letters to these women? 


Should I use: Mr. M. J. Jones: Miss M. J 
Jones: Miss Mary Jane Jones: or Ms. M. }. 
Jones? 

{. When a correspondent signs his 


hel 
the 


surname preceded only by initials, 
address the letter to Mr. 
lf the correspondent is a woman, and 


she had wished to be 


rule is to 


addressed as 


either Miss or Mrs., she would have 
used her given name in the signature. 
Since she did not. this means that she 


preters to “fool the 


cre sseqd as Vr. 


publie” and be ad- 


Q. Recently. three of the girls in our de 
mMirtment had a controversy over these four 
shrasings: (1) “It may interest you to 
now: (2) “You mav_ be interested to 
i ow: (3) a ou may he intere sted nm 


”. 74) & 
We 


grammatically 


knowing It may be 


heli ie 


correct 


of interest to you 
» know.” that each of these is 
but would like to 


ow which construction is preferable. 


hey 


{!. We should prefer sentences 2 and 3, 
is they start with the personal pronoun 
you instead of an 
means is taken 


indefinite it. 
today to 


Every 
give business 


(Continued on page 47) 


























REUTER & BRAGDON, 





INC., ONE GATEWAY CENTER, PITTSBURGH 22, PA 
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A copy of WHAT EVERY GOOD 
SECRETARY SHOULD KNOW ABOUT 
LAW by Howard P Reuter would be 

a bright package under any secretary's 
Christmas tree. To be the boss’ real “girl 
Friday,” a secretary should know the 

basic principles of Contracts, Corporations, 
Wills, Partnerships and Real Estate. All of 
these subjects and more are included in this 
book, so chock full of information—yet 
written in a light-hearted manner certain to 
beguile America’s first lady of business. 














; Please send me copies of SECRETARY LAW by Howard P. Reuter @ $2.75 | 
i ’ 
i per copy, postage prepaid. Payment enclosed in the amount of $... . ’ 
' 

: : 
1 NAME a aan on sane ‘s - ™ . 
' ' 
§ SB cioninnnmniiatiiamminninns P ; ‘ 
i 
1 city oa piace a ZONE Ene ; 
WHISK y. = 
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MISTAKES y 





AWAY 
THE 
BEST 
WAY! 


Moe ee The faster and neater 
A : you correct mistakes ia 
typing and shorthand, 
the sooner you can for- 
get about them! Reduce 
correcting ‘time-out’— 
eliminate the trouble 
of removing, even dis- 
carding originals and 
carbon copies—by us- 


fy 
i 
> 4 


J ing Weldon’ Roberts 

yy Erasers. Depend on 

1 their smooth, uniform 
\ top quality for whisking er- 
rors away quickly, cleanly. 


Ask your office manager 
or stationer for them. 
WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 





z id's. oa emo st 

9000 st EDE w. HISK. (Weldon 

Roberts Eraser No 900 Suede 

with whisk brush tached 

Makes quick, clean erasures on 

any kind of paper. Immensely 

popula because of its gray 
texture and slightly octogonal shape 


QE TE aS a 


“ Waldon Resets | 
Enon 
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Should Records be Kep 
this FREE 


eked) 40-3 am 4-30 





Now 
available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., 
720 S. Dearborn St., 


Dept. TS12 
Chicago 5, Illinois 
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Once you've tried it, 


“Love at first sight’ describes the way you'll feel 
about the new Royal Standard Typewriter. 


Try its touch. Light and easy, isn’t it? Now, tabu- 
late a bit . . . with a simple twist of the wrist. Or set 
margins. Click! That’s all you do with Royal’s famous 
*“Magic’’* Margin. 


Try every control key. Easy, aren’t they? They were 
built with you in mind. 

Royal Standard Typewriters are preferred 2!; to 1 
by people in business who type. Royal Standards are 
rugged. They take less time out for repairs. 


So, how about a free trial? Your Royal Representa- 


® 
RY YAL standard electric + portable» Roytype™ business supplies ~ 


Royal Typewriter Company, Division of Royal Mc Bee Corporation. 











youll never give it up 


tive will be glad to bring a new Royal Standard to 
the office. 

This typewriter comes in green, pink, blue, yellow, 
brown and gray. Pick your color. Then, call him and 
tell him which color Royal Standard you would like 
to try. It goes without saying that they are beauties. 

But before you lift up that telephone...a warning. 

Once you’ve 
tried the new 
Royal Stand- 
ard, you'll nev- 
er give it up. 
So, be careful. 
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Arline Herrmann. secretary to Russell V. Downing. president and managing director of the Radio City Music Hall 
Corporation (right), listens while Russell Markert, director of the celebrated Rockettes, outlines a new show. 


EVERY DAY’S A HOLIDAY! 


BY ROLLIE HOCHSTEIN HE FESTIVITY, the lights and the sparkle, the music and the laughter, the 


joy of making people happy—all these holiday elements are everyday business 
for Arline Herrmann. Her place of work is Radio City Music Hall, the most fab- 
ulous movie theater in the world, where continuous showings of motion pictures 
and stage shows fill 6,200 seats and occupy a staff of over 600 people. 

The porters empty 2,700 ash trays nightly; the lighting staff handles some 4,000 
buttons, dials, and switches; the costume department's file includes more than 
2,000 different costume patterns; the production staff stages from ten to fourteen 
mammoth spectacles yearly, and the ushers seat an average of 150,000 customers 
a week. 

At the helm of this great organization is Russell V. Downing, president and 
managing director of the Radio City Music Hall Corporation. And at his right 
hand is his secretary, Arline Herrmann. Mr. Downing is a soft-spoken, neighborly 
man who brings to his New York entertainment palace much of the friendly, 
personal feeling of a country store. Arline, petite, pretty, and unassuming, helps 
her boss in all aspects of his work and applauds his philosophy. 

“We have such a big theater,” she explains, “but Mr. Downing keeps it human. 
He never forgets that it is his business to bring pleasure to people.” 

Russell Downing not only selects the movies to run at Music Hall, supervises all 
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Arline’s office, just off the hallway to Mr. Down- 
ings office. is sunny and handsomely equipped. 





\rline is greeted by doorman Robert Dennis as she 


arrives for work. The executive offices are located 
seven stories above the giant auditorium. 


TODAY’S SECRE 





In the wings of the world’s largest stage. Arline. ac- 
companying Mr. Downing. shows Leon Leonidoff (left). 


senior producer, mimeographed copy of audience com- 
ment that she has collated and stenciled after the first show 
for distribution to the staff. Mr. Downing, as well as John 
Jackson (right) stage manager, seems pleased with the 
response. In the background is the control board that reg 
ulates the giant stage elevators and 43-foot turntable. 


stage productions, O.K.’s costumes and scenery and 
musical selections, works with advertising, publicity, 
and box-office departments, but also personally an- 
swers every letter that is written to him. 

“And he answers on the same dav he receives them 


whenever possible,” Arline adds proudly. 


WHILE THE BULK OF MAIL that comes to Arline’s desk 
is straight business correspondence, almost every 
batch includes one or two notes of comment, sugges- 
tion, or praise from a recent customer. 

“The suggestions,” Arline explains, “range from 
ideas for a show number to requests for carpeting on 
the sidewalks where people often have to stand in long 
lines.” One out-of-towner thought it would be nice 
if the management served coffee and sandwiches to 
the folks who have to wait long hours before entering 
the huge theater lobby. 

Mr. Downing thanks each writer for his interest— 
explaining in the carpet case that, since the city side- 
walks do not belong to the theater, the management 


does not have the right to carpet them. 


ARLINE IS HAPPY TO REPORT that well over half of these 
audience letters express appreciation of some aspect 
of the writers’ experiences at Music Hall. “I used to 
think,” she says, “that people are quick to write com- 
plaints and take niceties for granted. It’s wonderful to 
see how many of them take time out to send us com- 
mendations.” 

She is especially pleased to spot a letter telling of 
some employee's unusual courtesy, for that employee 
then receives two extra days of paid vacation. 

Some months back, a Pennsylvania man wrote how 
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Aa 
The Music Hall maintains its own backstage 
cafeteria for employees. Mr. Downing stops to 
chat with Arline and two members of the famed 
Rockettes. Dottie Marino (left) and Sandy 
Murphy. 


much he had enjoyed his visit to Music Hall. Mr. 
Downing answered with his usual promptness and cor- 
diality. The Pennsylvanian replied with equal speed, 
and again Mr. Downing acknowledged his reply. Since 
then, a thriving correspondence has linked Radio City 
with the small inland town. Recently the man, who 
works in a candy factory, sent Arline a sample of his 
product in thanks for her end of the correspondence, 
which is accurate shorthand and flawless typing. Ar- 
line’s comment: “Very good candy!” 

Many of Arline’s correspondents write for reserved 
tickets. Requests for Christmas show seats begin to 
arrive as early as August. 


THOUGH DAILY DICTATION, typing, filing, and phone 
calls keep Arline’s working hours busy, a general Yule- 
tide step-up makes her Christmas season the busiest of 
all. Then the waiting lines become several blocks long. 
Then the entire stage cast devotes itself to the re- 
nowned Nativity Pageant, and people from all over the 
world converge on Radio City. Then Arline’s dicto- 
graph, carrying her voice to the senior producer, the 
director of the Rockettes, the scenery department, 
the treasurer, the box office, the stage manager, and 
the publicity department, is in constant use. Then she 
addresses some 600 Christmas cards. 

It is most natural for the Music Hall, “the show- 
place of the nation,” to be a gathering place of mo- 
tion-picture greats. Recent parties in the “Studio 
Apartment” near Arline’s office have feted Lucille Ball, 
Marlene Dietrich, Cary Grant, Charlton Heston, and 
Audrey Hepburn. The “Apartment” is a four-room 
suite (including two huge stainless-steel kitchens), 
where staff luncheons are held and Mr. Downing’s 





In the Preview Room, Arline records Mr. Downing’s com- 
ments on one of the scores of films that he views to select 
material for the world’s largest motion-picture audience. 


Arline’s opinion is valuable as the “woman's viewpoint.” 


guests are entertained. The sitting room is lavishly 
furnished with easy chairs, sofas, a television set, and 
a grand piano. The elegant dining room seats over 
twenty people comfortably. 

Signatures in the guest book include those of Presi- 
dent Eisenhower, General Douglas MacArthur, Arturo 
Toscanini, Mr. and Mrs. Richard Nixon, Margaret 
Truman, and the Dionne sisters, as well as a roster of 
movie stars. 

“I love to meet the stars,” Arline says, “for I love 
movies and always have.” 


FAMILIAR WITH PRACTICALLY EVERY MOVIE that is re- 
leased, Arline, in line of duty, reads four daily trade 
papers and seven or eight weeklies. She frequently ac- 
companies Mr. Downing to the Preview Room, where 
screenings of new movies are shown for his consider- 
ation. Every evening the Preview Room shows a differ- 
ent current movie for the amusement of the stage-show 
cast between performances, and Arline occasionally 
stays in the building to join that audience. And, of 
course, she sees the first performance of every show 
produced at Music Hall. 

Then, she becomes the “woman’s viewpoint.” After 
one of these opening shows, Mr. Downing is likely to 
ask for her comments on the movie and the stage 
show. A consensus of the staff may result in revisions 
that will add to audience enjoyment. In addition, her 
boss often requests Arline’s opinion on costumes, scen- 
“ .. because he wants to get 
the feminine angle,” she explains. 

Summing up, Arline says, “I guess my job is a movie- 
fan’s dream, and Mr. Downing certainly is a dream- 
boss come true!” (Continued on page 50) 
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in the home, results in increased 


Top-grain cowhide is combined 
with beaded brass edging in this 
set of matched desk accessories 
by Sainberg and Company. (Pho- 
to taken at Regan Furniture Cor- 
poration, New York.) 


Decorative harmony in the office, as well as 


DESK 


competency on the job and reduced fatigue 


NVHE OFFICE DESK with disorganized, un- 
‘| matched accessories is as antiquated today as the 
automobile without a spare tire, windshield wipers, or 
starter. (Yes, you younger folks, cars used to come that 
way!) Today, an automobile is considered “stripped 
down” if it doesn’t have power brakes, power steering, 
and automatic transmission! 

Like the modern automobile, the modern office desk 
is fitted out with matched or harmonizing accessories 
at one time rather than having them added hit-or-miss 
fashion during its life. The value of color and decora- 
tive harmony in the office as well as in the home is 
now well known for its effect in increasing efficiency 
and reducing fatigue. Matched desk accessories help 
provide this harmony. 


How many pieces in a desk set? When you think of 
a desk set, what do you call to mind? Probably a desk 
pad, a pen set, and a letter tray. These are the mini- 
mum essentials, no doubt, but did you know that you 
can get all the following twenty-one matching desk ac- 
cessories—and more—if you have a desk that is large 
enough to hold them all? 

1. DESK PAD. The basic desk accessory, particular- 
ly for the executive. (The secretary uses it less fre- 
quently than her boss.) The base is commonly linole- 
um finished with corners or full ends. The trim ranges 
from simple plastic or imitation leather to fine top- 
grain cowhide, tooled in real gold. Folding combina- 
tion desk pads are available with a “director” or 


“work organizer” on the inside of each wing. The 
wings fold in like a book, covering the center pad 
and whatever papers happen to be on it when the 
executive leaves for the day. A smaller version of the 
folding desk pad is useful for your own home. In- 
side the flaps are pockets for stationery. It makes 
any table into a writing desk. 

A recent “craze” in the desk-pad line is the 
“doodle” pad. It’s built like the conventional pad, 
but somewhat smaller, and holds plain paper. You 
make notes, sketch, or doodle until the top sheet is a 
mass of scribblings; then rip it off to expose a clean 
one. Some hold standard letter paper for easy refill, 
others (in larger sizes up to 19 by 24) use inexpensive 
refill pads costing about 25 cents each. 

2. PEN SET. Double and single pen sets can be 
bought in many beautiful styles. They can also be 
bought with leather-bound bases to match the other 
desk accessories. The well-known pen companies fur- 
nish bases to the accessory manufacturers, who cover 
them to match their own lines. 

3. LETTER TRAY. A letter tray is a “must” for 
almost any office desk, to hold and protect incoming 
and outgoing mail and records. In plastic, wood, metal, 
or leather, trays can match the color of the desk or the 
other desk accessories. The letter tray can be single, 
or several trays can be fitted together in a number 
of ingenious ways. The leather-bound trays com- 
monly have a matching lid to keep the papers se- 
cure and clean. 
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PHOTO, COURTESY OF ARTISTIC DESK PAD AND NOVELTY COMPANY 


| Doodle Dao Pad 


MAKES A DANDY DESK BLOTTER 





Latest memo gimmick—the “doodle” pad. 


To simplify desk organ- 


For fast reference—the rotary index 





ization—desk sorters 
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DESK FAD AN NOVELTY COMPANY 
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BY HOMER SMITH 


ACCESSORIES ... the key to efficiency 


4. OPENER AND SHEARS. Maybe vou use an 
electric letter opener in vour office, but you're bound 
to need something to open an cccasicnal piece of mail 
or the envelope vou sealed by mistake. You can get 
the opener and shears in a unit. called a “library set.” 
If you don’t want the shears, though most of us use 
them, vou can get openers singly in many beautiful 
stvles. 

5. SMOKING EQUIPMENT. Ash trays, lighters, 
cigar and cigarette boxes can match or harmonize with 
the other desk accessories. Leather-beund, or in many 
other attractive styles, these items add beauty as well 
as offering convenience to office guests. Newer ash 
trays have clever scissor-action, spinning-action, and 
other methods for keeping ashes and debris out of 
sight and odorless. 

6. CALENDARS. In two basic styles, upright or flat 
pad, the calendar is one of the most common items in 
the matched set. Most of the calendar sets in the upright 
styles are of the perpetual type; so, they can be used 
year after year with the same cards, wheels, or dials. 
The first thing in the morning—or the last at night— 
the good secretary sets the calendar. 

7. INDEXES. Fast reference can add much valuable 
working time to your busy day. The flat telephone 
index in many styles is almost universally used. 
A rotary card-index reference, small brother to the 
rotary file used in the office, has recently been added 
to the desk-accessory family. 


8. WORK DISTRIBUTOR. Also called a “desk di- 


rector,” this handy, flat file keeps current records, cor- 
respondence, or memos sorted for easy reference. The 
common sizes are the six- and ten- or twelve-division 
distributors, in either letter- or legal-sized lengths. 
Changeable tabs allow the user to make up his own 
subjects for the divisions, and the pages are washable 
for greater cleanliness. 

9. CORRESPONDENCE FOLDER. Companion to 
the work distributor, the correspondence folder comes 
in two or three folds to hold letters until they are 
answered. Flaps at the bottom of each section keep the 
letters intact. 

10. MEMO TRAY OR PAD. Attractive, matching 
trays to hold loose memo sheets. Usually in two sizes, 
3 by 5 and 4 by 6. If you prefer, you can use the pad 
style with a covering flap. Pads can be plain or printed 
for keeping appointments or other routine information. 
These are usually 5 x 8 size. 

11. PICTURE FRAME. Always a good gift item for 
the boss. There are many styles of frames, of course; 
but they can be obtained in leather to match the rest 
of the desk accessories. 

12. BOOK ENDS. A useful tool for the busy secre- 
tary, who needs at least a dictionary. Plain stamped 
metal, colorful plastic, or leather bound, they can add 
beauty to a desk if you let them. 

13. ROCKER BLOTTER. No need to look for this 
while the ink is drying. It’s always ready, for it’s made 
to keep on top of the desk with the other fit- 


tings. (Continued on page 52) 
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budget vour time... 


budget your expenses eee 


bea happy. hospitable 





BY KR. HH. HOCKING 


CHRISTMAS HOSTESS 


AS YULETIDE FESTIVITIES set the lights a-twin- 
A kling and the sleigh bells a-tinkling, every 
hostess-at-heart wants to give a gala party. The week 
between Christmas and the New Year is open season 
for entertaining. Unfortunately, it is often a particu- 
larly busy time at the office, with overtime work and 
last-minute shopping vying for a chunk of your day. 
Your finances, also, are probably at low ebb as you 
sadly realize that Christmas Club funds and/or bonus 
have not quite covered half of your gift list. 

But cheer up, Christmas angel; in the true Yuletide 
spirit, Santa Claus has come through with two festive 
party suggestions that insure minimum strain on your 
time and budget. On a pre-season trip down our big 
chimney, he left menu suggestions for a Midnight 
Supper party and an Open House party. Both feature 
recipes that can be prepared well in advance of party 
time with inexpensive ingredients. Pick a tew free 


hours a week before your party, rustle up your 


refreshments and then freeze them in square, waxed- 
board containers that take up minimum freezer space. 
Their rigid plastic lids assure kitchen-fresh flavor for 
your party table. All you need are some fragrant ever- 
green decorations, a congenial group of friends, and 
some bright conversation. Sing Christmas carols and 
enjoy your hearty refreshments . .. and you'll have 
a ball! Advance preparation makes you a relaxed and 


well-rested Yuletide hostess. 


MIDNIGHT SUPPER MENU 

Baked Beans with Pork, in Chafing Dish 
Red Tomato Aspic with Green Garnish 
Peanut-Brittle [ce Cream 

Old-Fashioned Sugar Cookies 


OPEN HOUSE MENU 

Assorted Canapes in Red and Green 

Cranberry Almond Relish Ring with Fluffy White Dressing 
Christmas Eggnog 







































RECIPES 
BAKED BEANS WITH PORK 


3 pounds of dried beans 

114 pounds of lean salt pork 
2 medium onions 

3 cups dark molasses 

3 teaspoons salt 


3 teaspoons dry mustard 


Soak beans overnight in enough water 
to cover them. Next morning. cook 
them in the same water, to which you 
have added enough more water to 
cover them. Let come to a boil. then 
simmer for a few minutes. Remove 
from fire. For this quantity of beans, 
two bean pots with covers are needed. 
Place one whole onion at the bottom 
of each pot. Mix the cooked beans, 
molasses, and seasonings and put equal 
amounts in each pot. Cut the salt pork 
into 2-inch cubes and tuck the pieces 
into beans near the top. Add water to 
fill pots within an inch of the top, 
cover, and bake in low oven for ten 
hours. At intervals of three hours. add 





Days in advance. our hostess prepares her party refreshments. more water to fill pots. At the end of 
Taking advantage of some free time. she whips up a king- ten hours, remove covers and bake for 
sized batch of old-fashioned pork ‘n’ beans. Her freezer con- another hour. 

tainers will conserve refrigeration space and preserve her Quick-cool by lowering pots into ice 
menu’s flavor till party time. With no rush and bustle on the water. Then spoon contents into quart- 
day of her party, she will have as much fun as her guests. size Vapocans and put immediately 


into freezer. 

To serve: Thaw the number of con- 
tainers needed for the party. Remove 
from Vapocans and put back into bean 
pot. Place in 350° oven for about 1% 


Bottom of opposite page. Poised and pretty, the lady of the evening 
ladles delicious eggnog from the handsome punch bowl she borrowed 
for the occasion. She’s not a bit tired at her midnight supper because 
her party was planned in advance.. All she had to do on party-day was Lenten 
thaw out her freezer-fresh menu. set up decorations and buffet table. This 


, ‘ recipe makes six quarts of 
and leisurely dress in her holiday best. 


homemade baked beans. If you own or 
can borrow a chafing dish, ladle beans 
into serving section and light the 
warmer. If you have no chafing dish 
or hot-tray arrangement, serve beans 


Party-perfect setup for a holiday Open House. The serving cart 
on wheels carries informal refreshments plus a supply of 
utensils. Since guests will come and go in small groups. small 
travs of refreshments can be refilled as needed. Daystrom cart from a big bowl. 
is portable and compact. has a swivel top of laminated plastic 


that resists heat and stains. FROZEN TOMATO ASPIC 


ae | 
| 


No. 2% can of tomatoes 
One 6-0z. can of tomato paste 
Two medium-sized green peppers, 




























seeded and chopped 

One cup of celery leaves 

One medium-sized onion, peeled and 
chopped 


2% ths. sugar 6 whole cloves 

2 tsp. salt 1 peppercorns 

4 tsp. pepper 2 ths. cider vinegar 
2 packages unflavored gelatin 


N 


ths. tomato juice 
drops Tabasco sauce 


tsp. Worchestershire sauce 





Pour the tomatoes into a quart sauce- 
pan. Add tomato paste, green peppers, 
celery leaves, onion, sugar, salt, pepper, 
cloves, peppercorns, and vinegar. Cover; 
bring to boiling point and simmer for 
10 minutes. 

In the meantime, soften two envelopes 
unflavored gelatin for five minutes in 


(Recipes continued on page 45) 
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Think through your idea before you present it. 


PHOTOS BY SHELLY CROSSMAN 


If possible, illustrate or demonstrate your idea. 





HOW TO PUT ACROSS 


AS HE TURNED the kev and opened the company 
A suggestion box, Mr. Thorndike’s face suddenly 
stiffened. A well-aged apple core fell into his hand. 
He took it gingerly by the stem and dropped it at 
arm’s length into the trash basket. Mr. Thorndike did 
not like the job of clearing out the suggestion box, 
and evidently he had good reason. 

Mr. Thorndike deposited the pile of folded-up sug- 
gestions on his desk and began sorting them—the 
windows should be kept open wider to improve health 
and reduce the number of days lost due to sickness; 
if a certain junior executive would carry on_ his 
flirtations on his own time, it would save the company 
many man-hours; the windows should be kept closed 
to cut down on colds; etc. Sometimes Mr. Thorndike's 
face betrayed a smile, sometimes a frown, Sometimes 
his head nodded approvingly. One suggestion was 
quickly torn up and thrown into the basket. Yet among 
these suggestions were several that were well worth 
considering, and Mr. Thorndike put these together 
for presentation to the suggestion committee. 


THE SUGGESTION BOX has become standard equipment 
in many progressive concerns. But the box itself, with 
the blank forms and the pencil on a string, is only 
an outward symbol of the widespread interest on the 
part of management in the ideas of the employees. 
Your company may not have a set procedure for pre- 
senting suggestions, but you can bet your last good 
eraser that they are interested in your ideas. After 
all, nobody can understand the problems and_ pos- 
sibilities of your job better than you can. 

With management so receptive to new ideas, it is 
amazing to find so many employees reluctant or in- 
different about offering them. Some spend a great 
deal of time and effort thinking up what appears to 
them to be humorous suggestions—the kind Mr. Thorn- 
dike threw into the basket. Others think the suggestion 
box is ideal for cigarette butts and orange peels. 
Many employees seem to shun the suggestion box 
altogether and regard it in somewhat the same light 
as the fire extinguisher on the wall. There seems to 
be as much chance that they would use the suggestion 
box as there does that the steel and stone building 
they work in may someday catch fire. 

This indifference on the part of so many employees 
is really surprising because all companies—whether 
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YOUR IDEAS 


or not they have a system of awards for suggestions— 
are looking for new ideas to cut costs or improve 
service. Not only that, these companies show their 
appreciation in a very material way, Recognition, pro- 
motion, cash awards are company thank-you’s. 


Do you EVER GRIPE about the way things run in your 
office? Have you ever wondered—either aloud or to 
vourself—why they do certain things the hard way? 
Have you ever had a sudden inspiration about improv- 
ing the filing system or speeding up the interoffice 
mail? If the answer is “Yes.” then what have vou 
done with your ideas? Too many ideas die of inertia 
—people think of them but never get around to doing 
anything about them. And many die a slow and ago- 
nizing death because people don’t think their ideas are 
important enough to bother management about. A 
good rule: If it’s important enough to gripe to your 
colleagues about, it’s important enough to bring to the 
attention of management. If you read over the sug- 
gestions that win good-sized cash awards from sugges- 
tion-minded companies, one thing would strike you 
immediately—the suggestions are simple. Anyone 
could have thought of them. The point is that just 
anyone didn't. Geraldine Jones in Accounts Payable 
did, and she’s going out after work to buy a new dress 
for the Christmas party. 

If your answer is “No, you don’t see anything 
wrong with your office routine,” then keep your eyes 
open. The millenium is not here yet; any office can 
be improved. Don’t concentrate on workirig out a new 
floor plan for the whole office. Just see if you can’t find 
ways to make the work you are associated with go 
a little smoother. And, if you are a new employee—or 
are going to be one soon—then, good! New eyes see 
things right away that others take for granted because 
they are accustomed to them. You have a chance to 
win recognition right at the start. 


HAVING THE IDEA is half the battle—but only half. No 
idea is any good unless you can put it across. You 
may have figured out a way to save Barton Baskets 
$10,000 a year. But don't go in to old J.G. Barton, 
pound your fist on the desk, and exclaim, “Here’s a 
really good idea!” It might just be worth $10,000 to 
old J.G. to take you down a peg or two. 

In other words, don’t oversell your idea, Maybe 


BY JOHN P. WHITCOMB 


the best way to put a suggestion across is to explain 
it completely but modestly. Say you are not too sure 
it's good. This will at least make your listener receptive 
and, in many cases, he will end up trying to convince 
you of the worth of your own idea. 

Needless to Sav, you should think through youl 
idea carefully before you present it. But don’t just 
think of all its virtues—spend some time considering 
all possible objections to your idea. Almost nothing 
is perfect. A new method that is easier for you may 
make things more difficult for someone else. Even 
a sensationally good idea that seems bound to bene 
fit everyone is apt to generate some criticism, some 
times just because you thought of it and the others 
didn't. Most times it’s best to bring up these objections 
yourself. 

When you have thought out the pros and cons of 
vour idea, give some consideration to how you can 
present it. As any ad man will tell you, if you can 
illustrate or demonstrate your idea, your chances of 
acceptance go up immensely. Perhaps vou feel that 
certain office work can be simplified and expedited 
through the use of printed or mimeographed forms 
If you make up a sample form, it will be much more 
convincing than the most detailed description. 

If you present your idea personally rather than 
through a suggestion box, you might give some con 
sideration to your timing. A person who is very busy 
or is trying to get his desk cleared up for a long week 
end won't be so pleased with your idea as he should 
be. A suggestion for speeding up the year-end inven- 
tory is best made somewhere near that time. In June 
the problem may seem remote. 

Occasionally you may hit on ideas that involve 
rather large-scale changes in the office system. In 
this case, you might do better to try to sell your idea 
a little at a time instead of all at once. But whether 
your idea be small or world shaking, don’t expect 
outright approval. Offer to test or try out you 
scheme. Many offices are so used to doing things a 
certain way it takes time for them to accept some- 
thing new. 

Here it may be well to point out a few cautions 
that are not too obvious to everybody. It’s definitely 
poor policy to ridicule or severely criticize the present 
system. There might be very good reasons (unknown 
to you) that make the present (Continued on page 51) 
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BY MARION NOYES 


sugar-plum plans 


M AYBE IT WAS BECAUSE vou 
heard a Christmas carol one day 
last week ... or noticed that the side- 
>* walk Santas were out in full dress 





once again. Whatever the reason, 
youre filled with the happy awareness that Christmas 
is here once more! 

Youre probably brimming over with all sorts of 
enthusiastic ideas for Christmas in the office (and 
maybe just a trifle worried about how to take care of 
all those extra tasks that fall to vour lot around the 
holidays So why not begin plans now for. kKriss- 
Kringle fun and work. Then, when the season's in 
full swing, youll be able to sit back, relax, and say 


“Merry Christmas” with real enthusiasm. 


The Season’s Greetings 


Does your boss send Christmas cards to business 
associates? Hope vou have last year’s list ready for 
additions and subtractions. If not, vou had better be- 
gin compiling one from his address book and your card 
file. 

If you haven't already ordered his cards, hurry 
sample books into his office. Ask for delivery of the 
envelopes while his name is being printed on the 
cards and start addressing them right away so that 
you can have them ready to mail early. 

Christmas cards are incoming as well as outgoing. 
They ll soon be arriving. If you don’t like to stack or 
throw them away, why not use them for decorations? 

If you have a spare wall, try taping them to it in the 
shape of a huge tree. For less space, circle them to 
make a colorful wreath and add a big red bow. 

Have the office boy help you tack heavy cord or 
tinsel rope around the wall molding. Then hang or 
clip cards over the festoon, Or frame the doorways 
with your greeting cards gaily climbing up both sides 
and across the top. 

For vour own office, vou might be a little more 
daring. From an old sheet, make two strips about a 
yard wide. Literally cover them with cards, easily 
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pinned on. Then hang Christmas draperies at your 
window, on the wall beside your desk, or down a par- 


tition for an unusual and original decoration. 


Santa-Claus Tips 


Jolly Mr. Claus doesn't have to wonder—he gets 
thousands of letters asking for special gifts. Here 
are some ideas gathered from looking over his shoulder. 

If your boss likes to remember his business friends, 
he may ask vou for suggestions. Perhaps this is just 
when your mind. tired from making up vour own oift 
list, goes blank. Try taking an early trip to a bookstore 
and ask for leaflets of current publications. Many 
of them will be expecting you, with special lists of 
appropriate titles. Walk through anv large department 
store and note items that may be_ possibilities for 
him. He might, tor example, like the idea of gift 
baskets of different cheeses or other gourmet del- 
icacies. 

In these gift-giving days, do you not want to bubble 
over with presents for your office friends? But what 
about those vou may have to omit because the 
budget says, “No”? You might suggest drawing names 
sO everyone gives and receives one office gift. Sug- 
gest a maximum cost, say a dollar. to test ingenuity 
instead of pocketbooks. 

Still want to remember everyone in your depart- 
ment? Then go ahead; but, lest you embarrass busier 
or less exuberant associates, do keep the cost of your 
gifts within pennies. These might be books in pocket- 
sized editions, bookplates, bookmarks inexpensively 
purchased or lavishly thoughtful because you made 
them, mugs tor pencils, coat hangers monogrammed 
with nail polish. sewing kits, cosmetics in desk- 
drawer sizes. or a few pieces of fudge gaily wrapped. 
For the gals, vou could fasten tiny Christmas-tree 
balls to earring backs. 


You might decorate glass 4 
paperweights to fit each person- 
alitv. On the bottom, glue ticket 


stubs for the theatre fan, a re- 
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production of a painting or a snapshot for the amateur 
artist. Paperweights are useful for everyone and add 
color to a business desk. A Dennison variation is to 
make them of glass ash trays turned upside down. 
Cardboard glued across the top becomes the bottom 
of the paperweight. Have fun, first, filling it with 
crepe-paper flowers, colored marbles, or anything 
vour imagination can devise. 

The office gang may want to give the boss a present. 
If you're his secretary, you'll be elected to head 
the shopping expedition. Study his desk. Perhaps he’s 
due for new accessories. If he travels, look around 
for travel kits. Or perhaps a fine ash tray that 
looks as though it belongs on an executive's desk 
would please him. 

Your biggest office gift problem may be that very 
special present to him from you. However, if you 
have a new job, better ask what the custom is. Some 
companies frown on secretaries gifting the boss. 
Others understand the secretary who likes a package, 
however modest, to say, 


“Merry Christmas, boss!” 


PHOTOS, COURTESY OF DENNISON MANUFACTURING COMPANY 


For a small office. a Christmas tree made from 


one roll of fringed green paper draped fiat 
against the wall. may be either dignified or gay. 


You will want something not too personal but not 
completely impersonal. either, not expensive enough 
for him to fear you skimped on lunches and not too 
small—in short, something in good taste obviously 
chosen with care. 

How about book ends, a leather frame. or a pocket 
notebook with his name stamped on it? Consider a 
subscription to a hobby magazine, or a phonograph 
record for his collection. If his hobby is cooking, 
look for a chef's apron or a man’s cookbook of un- 


usual recipes. Could he use a 
writing portfolio? How about 
gadgets? You'll find many in the 
small back-of-the-book ads in 
magazines. If he’s a proud father, 
he might perhaps be pleased 
to have vou give him toys for the 
children. 





If your boss is a woman, try perfume, costume 
jewelry, or a bud vase for her desk. Do choose some- 
think completely feminine. She'll like knowing you 
don't consider her the coldly efficient type. 


Not to be Opened Until. ... 


But first it has to be wrapped! If your boss asks 
you to wrap his gifts for business associates and you 
feel all thumbs, How To Wrap the Dennison Way is 
the booklet for you. It explains every step right 
through outside wrappings—perhaps your chore also 
because your boss has hopefully suggested it as the 
personal touch he wants. You'll find this booklet 
at vour local stationery or gift shop. While you're 
there, look also at Gay Decorations with Dennison 
Crepe Paper and Dennison Parties with a Purpose. 

Try Dennison’s crepe paper for odd-shaped pack- 
ages. It comes in gold, silver, and a rainbow of colors. 
Because of elasticity, it may be stretched to any 
shape and gives at the corners without tearing. 

A hankie can be exciting if wrapped with zest. 
Paste cotton snowballs on the box. Instead of a box, 
use a paper doily cornucopia, or a mitt from two 
pieces of red blotter sewed together with green yarn. 


Red-Holly Hints for White-Collar Gals 


When you hear jingle bells at the end of every 
line of typing, it’s time to decorate! If yours is 
a sedate or a small office, perhaps only a wreath 
and a table tree would be appropriate. But, if you 
have official approval and personal enthusiasm for 
more, remember that office decorations should be 
simple. 

For a wreath, office-style, make a large doughnut 
of crumpled onionskin, taping it to shape, and cover 
it with scalloped green paper. For trimmings, your 
desk has most of the ingredients—erasers dusted 
whimsically with glitter, clips rolled in glue and 
sequins, and red pencils wound with 
white tape for peppermint sticks. 

Bells can appear on light pulls, and 
a snowman on the wall. Just put a round 
white paper face on a big round body, 
add oval arms, a paper hat, and a scarf. 

Lay a mirror on the reception-room 





TODAY’S SECRETARY @ December, 1955 19 














Santa's face is a paper plate with eyebrows and 
beard of curled paper. His eyes and mouth are cut 
from stickers (notched notary seals are perfect), 
while his nose is the red eraser from your pencil. 


table or on top of vour files, and set up a scene with 
tiny figures. 

Most important of all is the tree, and decorating 
it should be a family affair for everyone. However 
busy your boss, he'll want to hang one ornament! 

If you can't have a real tree, make one. Sew 
cranberries to a garland of tinsel and tack it to the 
wall, zigzagging back and forth like branches. 

“Oh, what fun it is to ride...” 

This is party season. Want to bring the staff to- 
gether in true holiday spirit? If yours is a large 
group, suggest a Dutch-Treat lunch at a nearby restau- 
rant. If your company is small or you'd like a de- 
partmental party, suggest a Tree Trimming some night 
after work. Each person brings a box lunch, but no 
one may eat his own, and boxes aren't identified 
until later. 

Perhaps you'd like to invite the gang home for a 
Cookie Cut-up. Eliminate refreshment worries by 
serving hot chocolate with crackers and cheese. The 
cookies are for fun. Make or buy a batch and have 
ready several cups of colored icings and toothpicks. 
Then announce a contest for making fancy cookies. 
The plainest gingersnap becomes glamorous when 
frosted with a green tree, a red bell, or a face with 
winking eves under iced bangs. 

What to do with them? Why not plan a Small Fry 
Party at the office. Late some afternoon, the tots 
can enjoy. the cookies and milk while your fellow 
workers proudly introduce their offspring. 
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Or perhaps youd like a real Christmas party. 
This is fun, too—packing a Santa Claus Sack for the 
children at the local hospital. You'll need Christmas- 
tree balls, white and colored crepe paper, sequins, 
and crayons. Cover the balls with white paper, then 
decorate each like a head: a snowman in a tall hat, 
a ballerina with sequin eyebrows and gold crown, 
Humpty Dumpty in stiff white collar, Little Red Rid- 
ing Hood, and others your guests may design. The 
gals may bring dolls they ve dressed, and the guys 
may donate little-boy surprises such as tiny toy cars. 
Don't forget to get permission from the hospital for 
vour project. The balls, being breakable, must be used 
only to decorate. Ask the busy nurses whether you 
may hang them. Youll be repaid by children’s 
laughter when Humpty sits on top of the window 
frame or a ballerina swings from a curtain rod. 


The Twelfth Night 


Later, when you wish Christmas weren't over, pro- 
pose a Twelfth-Night Party for January 6. Refresh- 
ments? Simply traditional doughnuts and hot, spiced 


apple cider. MERRY CHRISTMAS, EVERYONE! 
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THE LIMOUSINE SLOWED 7 . 


BY KATHLEEN BERGER 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Office Dating—Pro and Con 


HE OTHER DAY, sounds of 

gay talk and laughter attracted 
me to one of our offices. There I 
found one ot the company $s most 
efficient (and nicest) secretaries 
happily accepting congratulations 
from a host of well-wishers. There 
was much excitement and many 
questions when it was discovered 
that Helen was marrying one of our 
star salesmen, Jim Brent. No one, 
including myself, had ever had the 
slightest inkling that the two were 
any more than casual acquaint- 
ances. How had they kept their 
secret from us? 

Helen told us that it had been 
difficult. She had met Jim at last 
years Christmas party, and he had 
asked her to go out with him the 
following week. Before accepting. 
Helen had hesitated, for she liked 
her job and did not want her per- 
sonal life to interfere with her 
daily work. Yet she liked Jim, too, 
and wanted to accept his invita- 
tions. With good sense and dis- 
cretion, she managed both—and 
now she has her engagement ring. 

In years gone by, Helen’s dates 
with a fellow employee would have 
been frowned on, but today em- 
ployer and employee take a differ- 
ent view of such things. Many firms 
now encourage intraoffice outings, 
athletic meets, and parties. 


ANOTHER HOLIDAY SEASON, with its 
friendly atmosphere and gay par- 
ties, is approaching. Festive office 
gatherings provide the opportunity 
to meet people you've seen 


around the office but. somehow, 
just couldn't get to meet. Undoubt- 
edly. there will be attractive men 
in that group, and you may find 
vourself faced with the same prob- 
lem that Helen had—whether or 
not to date a fellow employee. It 
may be someone you work with 
closely, or someone you ve been 
silently admiring from afar. It may 
be someone you've never noticed. 

Dating a person from the same 
office does require deliberation. It 
can be fun, or it can be precarious. 
If you accept a number of dates 
with a man who works with you, 
and then choose to break off, you 
may find yourself in an uncomfort- 
able position. But, on the other 
hand, if you're one of those girls 
who can maintain a friendly rela- 
tionship no matter what, you will 
not have too much trouble, It takes 
two intelligent people from the 
same organization to date each 
other and not have it general 
knowledge; it takes two diplomats 
from the same department to date 
each other and not have it known. 

If and when you do decide to 
accept a date with a fellow em- 
ployee, practice a little discretion. 
We're all aware of that “ole debbil,” 
Gossip; and, unless you want to be 
the subject of such talk, you should 
not discuss the details of your 
dates with other office personnel. 
Nor should you date men who 
might be inclined to do so. Dis- 
courage personal phone calls (from 
him) in the office—unkind ears may 
be listening. And don’t have men 
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visit with you at your desk, un- 
less you want to face a battery of 
questioning stares, 

There’s also your boss to con- 
sider. While he doesn't want to 
think of you as an unattractive 
machine, neither does he want you 
to be labeled as “date bait” for 
all the men in the company, He 
wants a charming, attractive sec- 
retary whose personal affairs never 
affect her daily efficiency on the 
job. 


IN CERTAIN INSTANCES, that job 
you like so much may be an ob- 
stacle to would-be daters. I can 
recall one girl, now happily mar- 
ried to a successful young business- 
man, who asked her husband for 
the first date. She was secretary to 
the president of an industrial firm, 
and she met a young man on the 
job. Although he was very pleasant 
and appeared interested in her, he 
never asked for a date. So she 
invited him to a country fair. To- 
day, he'll tell you that, while he 
thought his wife was pretty and 
charming, he, as a trainee in the 
sales department, wasn't going to 
ask the president's secretary for 
a date. Sometimes secretaries must 
help men to make up their minds— 
but always gently, please. 

Office dates can be fun—if you 
and he act sensibly, save your talk 
and fun for after hours, and use 
the same good standards you do 
when dating others. After all, your 
reputation and future happiness 
depend on you. 
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For holiday partving now and those “extra 





special” occasions during the coming year, 
Mr. Mort creates a deliberately simple design 
to show off the regal oppulence of the 

fabric... an exceptionally beautiful rose- 
patterned Dukay brocade, woven of Celatiese 
acetate and cotton. The wide skirt rises to 
a taut midriff, a light-draped Empire bodice. 
Sizes 5 to 15. About $35. Available at Saks 
Fifth Avenue; Neiman-Marcus, Dallas; 


and lL. Magnin, San Francisco. 
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The luxury of lace in a figure-flattering torso 
dress with flair skirt, by Natlynn. 

Scalloped, scooped neck and three-quarter-length 
sleeves are perfect for showing off Christmas 
jewelry. In olive, blue, pink, red. aqua, and 
beige. Sizes 7-15. About $25. At Amber’s. San 
Gabriel; The Hein Company. Waukegan; May 
Johnson, Burlington. Wash.: Davison Paxon, 
Atlanta: and Thurston’s, Wichita. 


Elegant simplicity keynotes an afternoon 
dress of softly lustered Celanese 

acetate satin. The folded sash about the hips 
ends in a small bustle bow over back fullness. 
By Bloomfield, in sizes 7 to 15. About $20. 

In blue cloud, cat's eve. pink, mauve, and 
black. At Jacome’s, Tucson: Hinkel’s. 
Wichita; Loveman’s. Chattanooga; Jordan 
Marsh. Boston; and Scruggs. St. Louis. 
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2 CHRISTMAS BELLES 
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For the more formal social activities on your 
Christmas calendar. Barbara Dance Frocks offers this 
ballet-length dance dress for “Belle of the Ball” 
evenings. Molded in princess lines through the 
midriff and flaring to a bell-shaped skirt. the 
charmingly feminine frock is sashed about the knees 
with green velvet. Fabric is Stehli's peau de soie 

of Celanese acetate. In sizes 7 to 15. 

About $25. Available at Macy's. 





Stripes of shimmering satin alternate with flat 

crepe in a rich-looking washable rayon-satin blouse, by 
Judy Bond. Tinted-to-match ocean-pearl! buttons 

appear on the cuffs and decorate the front panel. Sizes 32- 
38. In white, pink, blue. natural, and black. About $6. 

At Burdine, Miami; Gimbel Brothers, New York; 

and J. W. Robinson. Los Angeles. 








Jeweled excitement in the Paris manner. Coro creates 

a huge golden starburst with delicately textured gold and 
pearl inlaid spokes radiating from a large. lustrous pearl. 

A spattering of tiny rhinestones pick up and re-emphasize j 
the glow of gold and pearl. For added gala glitter, 
there are matching bracelets and earrings. Pin, about $5. 
plus tax. Bracelets about $3 each and earrings about 
$3, plus tax. Available at leading stores in your city. 
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PUTTING DOLLARS INTO 


HERE'S MAGIC in the right per- 

fume. It surrounds you with an 
aura of magnetic femininity that sends 
your morale zooming and delights all 
those you come in contact with. And a 
gift in that right fragrance—even the 
tiniest flacon—is welcomed as a luxuri- 
ous bit of elegance. 

Perhaps you've already jotted “per- 
fume” next to some of the names on 
your Christmas shopping list. (Or 
maybe you want to select a fragrance 
for yourself so that you can drop a 
hint to your own special Santa.) 
Choosing a fragrance is fun—one of the 
pleasantest bits of shopping you'll do. 
And during the holiday season in par- 
ticular, you'll find many unusual and 
attractive packagings that add a further 
note of distinction and elegance to 
your Christmas gift. 


THE FIRST RULE in buying perfume— 
or any other fragrance product—is to 
keep clearly in mind the personality of 
the wearer. Is she conservative? Or 
gay as tinsel? Quiet and thoughtful? 
Or a lover of parties and exciting night 
lite? Before you head for the perfume 
counter, think about the kind of fra- 
grance the person would like. And, just 
because your aunt looks like a sweet 
old lady, don’t automatically classify 
her as the one for lavender. Could be 
she’s a lively old soul who'd much pre- 
fer “Secret Passion”! 

You'll also want to consider when 
and where the person will use the 
fragrance. Is it to wear to the office or 
to afternoon affairs such as club meet- 
ings and bridge parties? Then you'll 
want a light, subtle fragrance that is 
softly feminine and unobtrusive. 
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WHAT IS A LIGHT PERFUME? It’s a 
fragrance that is sweet and clear, with 
none of the overpowering qualities of 
some of the late-day perfumes. Flower 
fragrances, either of a single flower 
such as rose or lilac or of a floral bou- 
quet, fall into this category. 

If you are not partial to wholly floral 
scents, try one with a bit of spice or a 
wee touch (but only a touch) of san- 
dalwood. The family of spicy fra- 
grances and those of the fernsy, 
woodsy group are especially suitable 
for girls who love the outdoors. 

Many of these are packaged in at- 
tractive gift sets with companion boxes 
of dusting powder, talc, bath salts, and 
bottles of cologne and bath oil. 


ANOTHER GrovuP of light fragrances are 
those hard-to-describe ones with a 
“dry” scent, a light sweetness that 
gives them a subtle lift and sparkle. 
These, like the florals and spicy fra- 
grances, are lovely for almost any time 
of day or night. 

But, when the perfume is to be 
something special for gala occasions, 
perhaps you would want to purchase 
one of the heavier scents. These are 
the sultry, oriental perfumes with a 
clinging quality that makes them suit- 
able for a woman's most sophisticated 
doings—when she has an exotic dinner 
or theater date or is in a femme-fatale 
mood at a dance. 


MANY PERFUMES may have a touch of 
each of the types described—heady yet 
subtle, sharply pointed yet refreshing, 
like the richness of jasmine combined 
with the simplicity of lilacs. You will 
want to tell the salesgirl when the 
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fragrance is to be worn, what type of 
clothes it should go with, and what 
sort of mood you wish to convey. 
Then, keeping these factors clearly in 
mind, sample the various fragrances. 
If the person for whom you're buying 
is a busy career woman with many 
“after office” appointments, consider 
a companion purse flacon. 


IF YOU ARE SELECTING THE PERFUME 
for someone else, there are several 
good ways you can test the fragrance 
—by sniffing a strip of blotter or tuft of 
cotton containing some of the perfume 
or by smelling the applicator rod after 
it has been allowed to dry for a mo- 
ment. Perfume contains alcohol, and 
the true fragrance is released only after 
the alcohol has evaporated. That is 
why you should never smell perfume 
direct from the bottle. 

If you are choosing the perfume for 
yourself, ask the saleswoman to put a 
few drops of one scent on your right 
wrist, then another perfume on your 
left wrist. It is always best to try per- 
fume on your skin because the same 
fragrance can smell quite different on 
different persons. The chemical con- 
tent of your skin affects the character 
of the fragrance. 
AFTER THE PERFUME DAUBS HAVE 
DRIED, you can test them. Take time 
to sample each fragrance. Savor it 
carefully before you decide. One whiff 
cannot possibly reveal the richness of 
the scent. After sniffing one sample, 
blow out through your nostrils so that 
your nose will be clear to receive the 
bouquet of the second fragrance you 
are sampling. 


a 





-” 





SCENTS 


If neither pleases you, tell the sales- 
girl why. Perhaps you want a more 
lively scent, or a sharper one; perhaps 
something heavier or lighter or sweet- 
er. The more you explain to the per- 
fume expert behind the counter, the 
quicker she can find exactly the right 
fragrance. 


HAVE HER TOUCH A THIRD PERFUME to 
a different part of your arm, sufficient- 
ly far away from the first spot to avoid 
the the 

different scents are about 


mingling scents. Three—at 
most, four 
as many as your olefactory nerves can 
judge at one time. That is why it is 
so important to have an idea of what 
vou want before you actually begin 
sampling. If none of the fragrances 
seems right, it may be a good idea to 
do some other shopping in the store 
and give your nose a rest before you 
continue. 
TESTING PERFUME IS FUN, and 
should be able to find something suit- 
able without much trouble. But manu- 


facturers have made selection really 


you 


easy for us even when we have diffi- 
culty deciding exactly which fragrance 
is right. There are on the 
many attractive sampler sets that con- 
tain small sizes of three or four fra- 
grances. If you're puzzled, you can 
choose one of these. It’s the easy way 
out, we'll admit; but such a set allows 
the person who receives the gift to 
have a choice of fragrances to suit her 
different moods—and also lets her 
share some of the fun of testing. 

Here too, there are many attractive 
combination sets packaged just for the 
holiday market. 


counters 


BY HELEN WHITCOMB 


Delightfully feminine 


beautifully 


packaged to add a 


a 
at 
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Yardley’s Flair perfume- 


decorative 


1955 


Here’s how to buy the right perfume 


a rich, provocative fragrance, 


note 


to 


your 


am 
i 


oy 


dressing 





table. 













ORIENTAL 
THEME 


Keynotes 


Holiday Fashions 


BY JEANNE PENNIE 


T,.ASHION TAKES ON new and exciting meaning 
I when holiday festivities are in the cffing. The most 
herufled petticoats, gayest colors, brightest jewelry, 
and headiest perfume are essential to vour appearance, 
And this year’s fashion dictates—color and an oriental 
theme—promise to make vou more “Christmasy” than 
ever before. 

Heading the fashion list are dresses featuring the 
Indian-sari motif either in stvle or fabric. Whether 
vours is the Dresden-doll tvpe of loveliness or a more 
exotic beauty, there is almost certain to be something 
for you. Although gowns are of various materials, 
an opaque silk organza and printed cotton are among 
the most popular. Colors are beautiful and vivid— 
turquoise, chartreuse, burnt orange, fuchsia, and 
shocking pink. 


AMONG THE MOST POPULAR STYLES shown is one bare- 
backed design with complementing stole in a gold- 
printed material. Another has a full skirt and a fitted 
bodice -with shoestring ties closing the bateau neck- 
line. A chemise-stvled top and harem-draped skirt 
disting’ish a third dress from this collection. An 
additional advantage of these dresses is that they 
appear equally well at either a small party or a 
formal, with very little in the wav of changes needed. 
For a really dressy affair. you might have a pair of 
satin opera pumps dyed to match your gown. 

Continuing the oriental feeling is the charming 
Chinese sheath. Many of these dresses have tiny cap 
sleeves and snug mandarin collars, and are slit at 
the sides for easier walking. Rich-textured fabrics and 
deep colors dramatize the simplicity of the design. 
One model appears with long sleeves and is topped 
by a very short, box jacket in a jewel-embroidered 
Persian print. Still others have matching coats for 
evening wear. 

If youre the type, a sheath—high-necked. semi- 
fitted and unbelted—could make you the belle of any 
Christmas party. Available in a variety of materials, 
from satins and brocades to tweeds and flannels, 
the untrimmed sheath offers you a chance to demon- 





strate vour fashion originality and know-how through 
the clever use of accessories. Depending on fabric, 
it might also double as a jumper to stretch your 
everyday wardrobe. 

Another happy and dressy holiday choice might be 
a satin shirt and tweed skirt, either full or slim. 
Velvet separates and a satin blouse also offer an extra 
party ensemble. Though black always seems to be 
the most popular, the deep reds and greens are lovely 
too. and especially at Christmas time. Wool jersey 
separates in creamy white or pale winter pastels 
might also combine with satin in either mix or match 


colors. 


HiGH ON THE List of accessory firsts this winter is 
the “bit of fur” whether it be real cr frankly fake. 
\ narrow leopard-skin belt. a small fur ascot filling 
in the neck of a dark suit. a ponvskin clutch bag, or 
even a furry plush hat are equally right on the fashion 
scene. If voure striving for something out of the 
ordinary. consider the obvious possibilities of a fur 
muff and preterably one in fox. It’s smart, beautiful. 
eye-catching. and gives a note of luxury to anything 
with which it’s worn. 


Persian design printed in black on pearl-grav_ vel- 
veteen forms an evening skirt worn with a black vel- 
vet square-necked blouse. By Brigance of Sportsmaker. 
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CHRISTMAS BEAUTY BUYS 





Cutex piggy-bank set contains everything 
needed for a manicure from gold-capped 
diamond polish to cotton, plus a harmo- 
nizing lipstick. $1.50, plus tax. 


erie tog? 
a 
CREAM Shi 


ued 
earn eel’ 





Lentheric’s cream sachet perfume that 
softens and smoothes the skin as it lends 
its fragrance. Packaged in a 


boudoir jar. $2, plus tax. 


feminine 





Candy-cane stripes make a gay holiday 
background for Pond’s Angel Face com- 
pressed powder in mirror case and Angel 
Skin lotion in petite bottle. $1, plus tax. 





friends, 


For distant a greeting card 
coupled with a purse-size container of 
Chantilly perfume in its own moire case. 
Ready for mailing. $1.75, plus tax. 


Romantic RSVP and sparkling Gemey Es- 


sence in demure, angelic holiday dress. 
Wonderful for Christmas grab-bag gifts at 


the low price of $1.50 each, plus tax. 





Prince Matchabelli’s collection—Wind 
Song, Beloved, Stradivari, Duchess of 
York, Crown Jewel, Abano—all dressed up 
in candy-striped ribbons. $3.50, plus tax 





For the men on vour Christmas list 
Sportsman’s gold-striped travel kit. Extra 
pocket holds airlite shaving lotion, co- 
logne for and $4.95. 


men, deodorant. 





The exhilarating scent of Yardley’s Lav- 
ender in holiday gift wraps. Set includes 


talc, Lavendomeal, soap, toilet essence, 


and purse flacon, $5.75, plus tax. 








Harriet 
four Golden Chance fragrance accessories: 


Hubbard Ayer’s gala gift set of 


Bathsheen, dusting powder, cologne, and 


perfume purse flacon. $3.50, plus tax. 
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Charles of the Ritz lipstick—all done up 
like cellophane-wrapped candy kisses. Or 
if you prefer, packaged in a shimmering 
ornament. Each, $1.50, plus tax. 





i ly 
Jean Naté’s Travel-Kit of black-lace plas- 
tic. Fitted with “Friction pour le Bain” 
(after-bath lotion) and a scent-matched 
cake of French-milled soap. $1.75. 





Breck shampoo gold-foil gift package- 


contains 


( for 


with 


pint bottle of shampoo 
either dry, oily, or normal hair) 
a plastic shampoo dispenser. $1.75 
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BE LOVELY, CONFIDENT, COM- 
FORTABLE ..*ConForm Push- ip 
Pads and Padded Bras! 


Eiderdown *ConForms magically MOLD m 
themselves TO YOU, breathe with —_ 
you with undreamed-of comfort. 

They gently LIFT, FIRM, ACCENTUATE 


your bust. Cool, washable, secure. 


Padded Bra Styles for all needs. NO HOT. 


RUBBER OR PLASTIC to reduce your bust. 
FREE FITTING CHART insures correct fit 


in the PRIVACY OF YOUR OWN HOME | 
No Obligation. Satisfaction, or money 
refunded. *ConForm Pads, Acups $3.00 i 4 
Pr. (). Becups $3.69 Pr. []. Send money 

order or check. tain 00 deposit with C.O.D.'s 


C 6 
Box Charlene ato California. 


Send me in plain envelope FREE Contour Fitting 
Chart & complete catalog of Bras & Lingerie. 
CL} Send FREE information on *ConForm SURGICAL 
FORMS & BRAS. *pat. pend. 


' 
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Print Plainly 


Today’s Secretary 
Goes Shopping 





Reindeer Card Rack is both decora- 
tive and practical. As Dancer, Pran- 
cer, Donder, and Blitzen pull Santa’s 
sleigh, they show off your 
cards to the best advantage. The 


Christmas 
ruc k, 


is made of metal 


measuring 41 inches, 





WALLET SIZE 
PORTRAIT 
PRINTS 


$900 


POST 


(60 for $29°) 


Perfect portrait 
snapshots for job 
and college appli- 
cations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 

(2%4” x 3%") GUARANTEED 
ROY PHOTO SERVICE, Dept. 60 

GPO Box 644, New York 1, N. Y. 












a black gold finish. Six hangers can 
be attached to hold approximately 144 
of your prettiest cards. Easily fastened 


| in 


to the wall—at home or in the office 
Card rack is $2, postpaid, from Sally 
Shepard Products, Dept. TS-4, Box 
387, Ossining 6, New York. 


A Good Knife, a good gift for the 








the Juliette’: in pastel colors, wonderful gift! 


LADIES’ ELECTRIC RAZOR, $3.95 


Wonderfully efficient for lovelier legs, smooth under- 
arms with never a nick or irritation. Quick, powerful 
AC. Pink, blue or ivory, attractive gift box, matching 
leatherette travel case. State color choice. Send check 
or M.O., only $3.95 ppd. Money-back guarantee. Im- 
mediate delivery. (Free—personality development gift 
catalog.) Mrs. Fields Shopping Service, Dept. YS12, 
237 Huguenot St., New Rochelle, N. Y. 


males on your list. This imported four- 
purpose knite contains 
ful screwdriver, manicure scissors, nail 
file, and knife blade. All are nickel- 
plated and mirror-polished. The steel 
handle is beautifully designed. A 


an eCVer-so-use- 








GLAMOROUS SANDALS 


From Hawaii 
Gayly ~~ strap with gold 
kid thong. Red insole. Com- 
fortable sponge midsole. Cush'n 
erepe sole. Size 2 to 9. paly 
$6.95. Send cash or M.O. & w 
postpay. Send for free catalog. 
Maxwell's HAWAIIAN Products 
Dept. TS-12, 
Box 63 Honolulu, Hawaii 








masterpiece of cutlery 


craftsmanship 
that any man would be proud to 
carry. 2% inches in size. Uncondition- 
ally guaranteed. Just $3.75, postpaid. 
In atiractive gift box, 25 cents extra. 
Order No. T-8l. From F. G. Busse 
Importers, Dept. TS, Vineland 15, 
New 


Jersey. 








Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1955's ‘101 Oftice Short 
Cuts’’—the miost rollicking, comprehensive read- 
ing ever compiled tor the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general othce, and newspaper fticlds. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 











Hand-laced Moccasins, so comfort- 
able they feel like part of your feet. 
They're skillfully fashioned of soft flex- 
ible leather and have rigid arch con- 
struction for good support. 


Crepe 
soles cushion your feet, 


make you feel 
as though vou're walking on air. Ideal 
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for working, lounging, 
fact, for all casual living. 
a wide range 


motoring—in 
Available in 
of women’s sizes, 3! to 
. Colors 


13, in widths AAAAA to EEE 





Red, Brown, Cream, White. 
tional value at $5.45, postpaid 
Play Santa to yourself—order 
moccasins from Moccasin-Craft, 
TS, 63 Mulberry Street, 
chusetts. 


Excep- 
only 

youl 
Dept 


Lynn, Massa- 


Musical, revolving Christmas tree. 
perfect for centerpiece, gift. or dec- 
oration—a delight to young and old 
Stands 14 inches high and is decorated 


with tiny ornaments and gleaming 
candles. Can be packed away and 
used year after year. Winds like a top 





music-box base is heavy brass. Im- 
ported from Germany. Choice of tunes: 
“Adeste Fideles,” “Silent Night,’ 
“Jingle Bells,” or “White Christmas.” 
Only $5.95, postpaid, from Lee 
Hendry, Dept. TS, Little Silver, N. J. 


Munsey’s Oven Toaster makes “old- 
fashioned” oven toast right at the ta- 
ble. You can heat coffee cake, make 















































































































cinnamon toast, cheese sandwiches, or SPEED UP YOUR 
cook brown-n-serve rolls without light- 
ing your oven, Ac commodates four 5 H O a T by A N D 
slices of bread at one time! Ideal for 
the office with a coffee-break or an NM P 
eat-in area. Made of lightweight alu- AT HO E! 
- minum with electric element in top It's Easy With Dictation Discs! 
The best secretarial jobs go to the girls 
who can take fast dictation. No matter 
what shorthand method you use, it’s easy % 
to improve your speed at home, in minutes 4 £., af 
a day! Timed dictation records start at ‘ 
= your present speed, gradually increase it ACTUAL — ‘isa PU 
to a speed of 120 wpm in a few months 22 x 32 fi : 
n period. Contain all the most used words , FROM THE se 
. and phrases. Used by Columbia University fs ’ 
n and over 100 other leading schools. Un- WORLD'S FOREMOST 
O breakable Vinylite. Made by R.C.A. in all 
breakable WALLET PHOTO PRODUCER 
. Write for FREE That's right... TWENTY-FIVE 
b oe wallet size copies of your graduation 
ration, descriptive literat wall fy rad 
gi! 4 rature. picture. Ideal for giving friends, rela- 
| tives, or attaching to college applica- 
isc DICTATION DISC CO. tions, Made on finest silk-finish, double 
d 170 Broadway Dept. 121 New York 38, N.Y. weight paper for permanence and beauty. 
~ Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
and plastic legs to protect your table. order in a very few days. Minimum 
{ ; ; order: 25 pictures from one pose. 
Complete with cord. U. L. tested, Satisfaction guaranteed or your 
works on AC or DC. Satisfaction guar- money back. aw 
\ wa 
ante ed \ woncde rful gilt tor a bride or _P . —_ LARGA-PIC — BOX Z-20 - "’ 
a family. Only $9.95, postpaid (no ie 5 BROOKLINE 46, MASS. 1 
COD’s), from Osmond’s, Dept. TS, s Enclosed is $ for pictures ’ ' 
Box 1591, Little Rock, Arkansas. . im ’ 
6 sei ‘ 
; ; 4 Address w ' 
Salad Servers, a special gift for that a s I 
‘ 1 City Zone( )State ' 
special person (could be yourself). ‘ ' 
, ee 8 ee 8 ee oe ee Oe Ue 
They're fashioned from: fine Bavarian on - oats a sey ib al 
stainless steel, contour-molded to fit NEW! wonderful gift for 
’ ’ ‘ ‘ N we i 
the hand. Never need polishing, never GOLFERS ... *4.75 LOOK A 
\- rust or stain. Can also be used for Our new California Golf Corrier—just five ounces of ENJOY BEAUTY WITH 
| serving vegetables and meats. Best of steel and cowhide—cleverly designed to hold as many JANIES! New patented 
S 4 . : ' as eight clubs securely and in perfect balance. Handy by 4 
1 pouch for balls and tees too. The modern way that | ;, Hoenn urtiness by» 5 
makes golf easier, more fun no more heavy bag or holding feet neatly centered bd : 
cart . . . the perfect gift for EVERY golfer! Money-back ey out - — 
guarantee. Immediate delivery; gift boxed. By mail, New JANIES provide the cushioned a oe 
only from us, postpaid, 4.75. DEL-MEL CO., Dept. ae sis neaeeas siiseiae mbewe j 
YS12, 237 Huguenot St., New Rochelle, N. Y. te protruding in open shoes; burt 
ing in closed shoes, etc! 
ic ce manele aati ae m= -_—_———= | |. ENJOY ECONOMY WITH JANIES! 
st 2 New improved JANIES are effective 
: New GIFT IDEA in Silver | iy ch sh han houtits TSN 
= shoes saving you ten time their f 
‘ea eof 5 tle ANIES are only $1.25 a patr j { 
| Grace ful al’ bowl - diing, or 4 pairs for $3 00 Sa Grey ; 
| of heavy silver on STATI SHOPS’ SIZES a COLORS WAnt { 
, copper, mirror-fin- | ED. MONEY-BACK GUARANTEI 
g , . . ; is “or desserts NEW! Introducing the heel with REPLACE- 
all, there’s a host of matching pieces ished. I ee ro LiF CUARANTEED NOT TO SPLIT! 
cl ' ee ime Be ; ! 
in fine flatware, all in open. stock. (breath-taking REPLACE your broken or old-fashioned heels 
) see ‘ oe ? when frosted ) f with FITZ ON—the nests with "e plug in, z 
Salad Servers are only $3.75, postpaid, : . camie anii-lens Sop Tet & velarercine , 
icine “Wh Cantaies” Chaiaek thea nuts, candies, fin- $ Jordan shape!’ FITZ-ON é y 
r » Capt: i TS, pt. T or tae -EPLA ILE LIFTS $2 
ee ae ee Mh * ; eo gers or flowers. Use all four on a tray as EEPLACEABLE LIFTS $2.75 pr. 
lS, Roslyn, Long Is and, New York. an epergne. Gift boxed, mailed direct. em. “Or ‘send ‘shoes & Sidwell attach FITZ-ON 
( omplete listing of available flatware U. S. tax, postage paid. Immediate ship- LIFTS—50e pr. (min. order 3 pr.) No platforms accepted. 
may be had on request. ment. JANIES 1865E University Ave., N. Y. 53, N. Y. 
‘ . Send $11 for set of 4. $20 for 8. 
Paint-A-Puppet, a bright new kit for , » mall easter 8 $ 00 
making hand-puppets at home. The Designed and sold only by ave a ear 
; e - . . . Cheshire 2 
paints are harmless and can be washed DON PARKER SILVERSMITHS ’ 
; Connecticut 
off with warm water—characters can ’ AUTOMATICALLY 
1 a 
lye changed as often as desired. Box and Never Be “Broke!’”’ 
contains soft latex rubber head, water- VER oct Cone Geteene 
| soluble paints in no-spill package, Amount Banks. 25¢ a 
day automatically keeps 
paint brush, colorful costume, two savings up to date. Al- 
Only by KILLING THE HAIR ROOT can you be sure so totals amount saved 
UNWANTED HAIR is GONE FOREVER. Brings relief Forces you to save a 
and social happiness. Do not use our method until Quarter every day, or 
you have read our instruction book carefully and date won't change, Use 
’ & ~\ learned to use the MAHLER METHOD sofely and year after year. Start 
: : iy efficiently. Used successfully over fifty years. NEW saving right away. Or- 
% E de everal. R larl 
Rant Seno 5° TODAY For Boox.er o> Qaemany $3.50. Now only $1.99 
- prepaid. Mail cash 
MAHLER'S. INC, Dept. 85-T PROVIDENCE 15. @ 4. check or money order to 
LEECRAFT, Dept. TS 
300 Albany Ave., Brook- 
i- lyn 13, N.Y. 
BS An Album for Your - ——_—_—__—— 
Achievement Certificates is YOUR ENGLISH HOLDING 
Just as a picture album enhances and preserves your you BACK? 
Cc favorite photographs, so the Gregg Achievement Record have helped thousands of men and women 
J. Album protects and displays your valued certificates who have not had college training in English 
. to become effective speakers, writers, and conver 
of achievement. You can mount your certificates for gationalists. With my new C.l. METHOD you can 
shorthand, typewriting, and hookkeeping > an mistakes, build up your voambulars 
speed up your reading, develop writing skill, learn 
1- Order yours today from the GREGG AWARDS the “secrets” of conversation. Takes only 15 minutes 
is DEPARTMENT, 330 West 42 Street. New York 36, a day at home. Costs little. 32-page booklet mailed FREE. 
. ’ t 5 ts; 4 ynly $2.50 Write TODAY! Don Bolander, Career Institute, 
* N. Y. One costs 25 cents; a dozen only Gent.22002,88 &. dacheon, Calesge 4, 1. 
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A Ten-Times-a-Year-Gift 
for Your Secretary-Friends 


. at a cost of only $2 a year, if 
five or more subscriptions are or- 
dered. 


A gift card will be sent to each 
subscriber announcing your gift if 
you request it, and at no extra cost. 


Special Holiday Rates Effective Through 
December 31, 1955 


(Regulor subscription price $3 a year) 


One 1-year subscription $2.50 
Two l-year subscriptions 2.25 each 
Five 1-year subscriptions 2.00 each 


Christmas Gift subscriptions upon 
which gift cards must be mailed should 
reach us not later than December 20. 


(Canadian and foreign postage, 25 cents a 
year additional) 


TODAY'S 
SECRETARY 


330 West 42nd Street New York 36, N.Y. 




















nickel-plated, 3'/," tweezer (Reg. 75c) 
given free with each Hair Remover! 


que: GIFT! Imported, precision-made 


Designed specifically to remove hair from 
arms, legs, underarms quickly, easily, abso- 
lutely without irritation to the most delicate 
skin. Skin stays satin-smooth longer. No coarse 
re-growth. Special cutter assures extra-close 
dry-shaving comfort. AC-115 V. Smart leather- 
ette case. SPECIAL PRE-CHRISTMAS PRICE— 
$2.95 (Reg. $3.85). Add 25¢ postage. Gift 
boxed! Satis. Guar. 


F. G. BUSSE IMPORTERS, vinetano 13, N. J. 














What Is Your’“|_.Q@.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Total fee only $2.00. University Test Bureau, 
Desk D6, Box 401, Palo Alto, California. 














FUN SPECS 


will break up the stuffiest 
party! Slip on these cross- 
eyed glasses, slide into 
your dinner seat with dig- 
nity, and tap your dinner 
partner on the shoulder 
Even Dean Acheson 
couldn’t keep a straight 
face! 98c each, $2.69 for 
3 prs., ppd. 


TERRY ROBERTS, 
65 £. 93 St., New York, N. Y. 














shades of rayon hair, and latex ad- 
hesive. A truly creative toy for young- 
sters trom eight through twelve, and 
we wager there'll be some adults in on 
the fun, too. Kit is $2.25, postpaid; 
three for $6, postpaid. Write John and 
Jean Dickinson, Dept. TS, West Road, 
New Canaan, Connecticut. 


Tee-Matic is an ideal Christmas 
stocking gift for tather, uncle, or any 
golfing enthusiast. The tee has a flexi- 
ble spring that bends in any direction, 
then returns to an upright position 
Engineered for longer, — straighter 
drives, fewer slices. Tee-Matic is made 
of brass, has long-lasting finish, and a 
drag tag to he Ip prevent loss. It is 
beautifully packaged in clear plastic 





and can be personalized with the in- 
itials of the lucky recipient. When 
ordering, please state initials desired. 
Only $1, postpaid, from Golf Shop, 
Dept. TS, 31 West 47 Street, New 
York 36, New York. 


Christmas Star, a twinkling touch 
for any room. This delightful decora- 
tion, fashioned of reinforced gold foil, 
is three dimensional. Place it atop your 
Christmas tree, or over a table lamp 
or ceiling bulb. It) will produce a 





shower of stars wherever it’s used. 
Can be folded for easy storage, thus 
insuring future “starry” holidays. The 
10-inch size is $2, postpaid; the 16- 
inch size is $3, postpaid. Order from 
Freda Buchanan, Dept. TS, P.O. Box 
45, Pratt Station, Brooklyn 5, N.Y. 


Candle-Sleigh will solve your Christ- 
mas decorating problems at home or 
in the office. Attractively designed in 
black metal spattered with gold, it 
measures 16 inches long by 6 inches 
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wide. Four candle holders adorn the 
runners. Fill with greens, balls, or 
small gift packages and use it in any 
spot that needs a real holiday touch. 
Sleigh, with four 8-inch candles, only 
$2.95, postpaid. Write Gift World, 
Dept. TS, 35 Tarrytown Road, White 
Plains, New York. 


New Fur Jackets are made from 
tired old fur coats by the master fur- 
riers at Morton’s of Washington. Or 
perhaps you prefer a stole or cape? For 
just $22.95, vou can have your old fim 
coat (or Mom’s old fur coat) remade 
into your choice of 25 new fashions. 
The price also includes fur cleaning 
and glazing, a new lining and inter- 
lining, and your monogram. And _ be- 
cause Morton’s is celebrating its twen- 
tieth anniversary, either a hat, muff, on 
bag is sent along with most of the new 
jackets as a gift bonus! Send for fre 
catalog showing all the jacket stvles 
available to vou and the many inter- 
esting “little” fur accessories. Write 
Morton’s, Dept. E-26, 312 Seventh 
Street, N. W., Washington 4, D. C. 


Canisters can be transformed into 
a useful and decorative set of kitchen 
containers with these handsome labels 
in decal form. The labels are done in 
shaded gold and black and are gradu- 
ated in size from 2 to 4 inches across. 


They are easily applied with water; 





and, of course, they’re washable and 
colorfast. Can be used on glass, metal, 
china, or any hard, glossy surface. 
Titles include Cookies, Candy, Flour, 
Coffee, Tea, Sugar, Allspice, Pepper, 
Salt, Rice, Nutmeg, and Cinnamon. 

Bound to brighten any kitchen— 
make staples easy to find, too. Price 
for set of twelve, instructions included, 
$1.50, postpaid (U.S. and Canada). 
Order from Authentics, Dept. 303 TS, 
Box 26, Cincinnati 7, Ohio. 
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MESSENGER SERVICE PAYS 


BY CONNIE CORBO 


ETTERS TO TYPE, reports to get out, phone 
buzzing constantly—and then, just to make the day 
complete, a request from the boss to pick up his plane 
tickets immediately. A quick glance at the clock, a 
glare at the uncompleted work that will keep you over- 
time, again, and then a mad dash to and from the 
terminal. 

Sound familiar? Then you (and your boss) must be 
among the many thousands of people who haven't 
heard of messenger service. This important business 
hasn't, as yet, received the recognition it deserves. 
There are still far too many executives who automati- 
cally send a secretary or some member of the office staff 
whenever there's an errand to be run. 

Such a course is neither economical, nor practical. 
Consider the cost of an hour or two of the average 
secretary's time. Then consider the disruption and 
possible damage to the very important job or letter 
in which she was probably involved. By calling one 
of the many reputable messenger service companies, 
thig disruption can be avoided, the task efficiently as- 
signed, and the boss’s money saved. 


THE FIELD OF FAST MESSENGER SERVICE encompasses 
almost every major city in the United States. (Check 
your local Classified Telephone Directory for the 
service nearest you.) The methods used may vary 
from city to city—trucks (large and small), bicycles, 
scooters, pogo sticks, and plain shoe leather all con- 
tribute to running that errand and getting a package 
delivered. But everywhere, messenger service is prompt 
and efficient. 

Why am I so enthusiastic about this business? Well, 
| work for Mercury Service Systems, Inc., “America’s 
Largest Messenger Service,” and I’ve seen and heard 
the glowing reports from our clients. Mercury oper- 
ates sixteen branch offices throughout New York City 
and employs 300 foot messengers. 

Our services are utilized in many ways. As more and 
more people become aware of our usefulness, and that 
of others in the industry, we take on the errands with 


(Continued on page 45) 
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BY FLORENCE 


Director, Gregg Awards Department 


TTENTION, all enthusiastic 

shorthand writers! It’s contest 
time again. And. judging by the 
mail we receive all through the 
year, the annual OGA Contest is a 
universally popular event. 

“You cannot imagine with what 
eagerness my _ students look for- 
ward to the announcement of the 
OGA Contest!” a teacher wrote 
recently “Will the copy be hard?” 
they ask, “Will it be easy? Shall we 
win?” 

And from far off Japan came this 
comment: “It was good to partici- 
pate once again in friendly compe- 
tition with my Gregg colleagues all 
over the world. Thank you for giv- 
ing us this wonderful opportunity.” 

The challenge of the OGA Con- 
test is awaited by approximately 
20.000 Gregg writers—students, 
teachers, reporters, and secretaries 
—who welcome the chance to im- 
prove and compare their shorthand 
notes. It is quite a thrill to have 
your notes matched against the 
shorthand notes of other writers of 
the system all around the world! 

“It is the finest competition | 


know, wrote (Continued on page 47) 
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Contest Copy 
Also, copy for December OG A Membership Test 
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(Turn to page 47 for the Junior OGA Test) 
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Rules and Prizes for the Asad OGA Contest 


PRIZES ARE AWARDED on shorthand 

style only. Notes must be written flu- 
ently and accurately. Do not draw the 
outlines. Write them at a normal speed. 
Pay close attention to form of curves, size 
of circles, length of strokes, and slant— 
and make firm, smooth notes. 


Prizes are given for both team and in- 
dividual effort. Ten or more entries from 
one school or office constitute a “team.” 
(If there are not ten entries, the papers 
are still eligible for individual prizes. ) 


School teams will be entered in their 
respective school divisions: Public High 
School Division, Parochial School Divi- 
sion, Collegiate Division (Colleges and 
Private Schools), or International Divi- 
sion (schools from countries other than 
the United States and its possessions ). 


School Prizes 


The Grand School Prize, a_ beautiful 
silver loving cup, goes to the team making 
the highest score of all four school di- 
visions of the OGA Contest; and a $100 
U. S. Savings Bond will be awarded to 
the teacher or group of teachers entering 
the winning team. 

First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U. S. 
Savings Bond to the teacher or group 
of teachers entering the team. 


Second Place. Second-Prize OGA Ban- 
ner to the winning team, and a Swingline 
4-in-1 Stapler to the teacher or teachers. 


Third Place. Third-Prize OGA Banner 
to the winning team, and a Fountain Pen 
Desk Set to the teacher or teachers. 

(If more than one teacher is repre- 
sented in a team, the cash prize will be 
divided equally. All school cups are now 
permanent awards.) 

Next Five Places. Prize-School Banner 
to the winning teams, and an Esterbrook 
Fountain Pen to the teacher or teachers. 

Next Fifty Places (all divisions): Prize- 
School Banner to the winning teams, and 
a Blue and Gold Enamel OGA Pin to 
the teacher or teachers. 

Honorable Mention Certificates will be 
awarded to teams with a rating of 50 or 
better, as follows: Gold Seal, rating of 
70 or better; Red Seal, rating of 60 or 
better; Blue Seal, rating of 50 or better; 
and a gold OGA Pin will be awarded to 
the teacher or teachers. 

Every school team entered in the Con- 
test will be considered for the Grand 
Prize, but the team that wins it is auto- 
matically taken out of competition for the 
First-Prize Trophy in its respective school 
division. 


Individual Prizes 


The Individual Grand-Prize silver lov- 
ing cup will be awarded to the writer of 
the best specimen received in the Contest. 
Winning this event automatically bars 





the winner from competition for first 
place in his respective division. 

All shorthand writers, except winners 
of first place in any previous OGA Con- 
test, are eligible for Individual Prizes, 
and every Contest specimen will auto- 
matically be put into competition for the 
Individual Grand Prize. 

Individual specimens will be classified 
according to the status of the writer, as 
follows: (1) Teacher, (2) Student, (3) 
Stenographer, Secretary, or Shorthand 
Reporter. Identical prizes will be awarded 
in each of the Individual Divisions: 

First Place. Small Silver Loving Cup 
(a permanent award). 

Second Place. Sterling-Silver OGA 
Medal or Lavaliere. 

Third Place. Esterbrook Fountain Pen. 

Next Ten Places. Copy of Hutchin- 
son’s Standard Handbook for Secretaries, 
with winner's name imprinted on cover. 

All specimens rating Honorable Men- 
tion will receive the gold OGA Pin. The 
office group that submits the best speci- 
mens will be given a special team cup. 

Duplicate awards will be made in case 
ol ties. 


Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters; proportion in the length 
of strokes and sizes of circles; and on 
facility of joinings. 

School teams are rated on: 

1. Percentage of papers submitted from 
shorthand students in class or classes 
eligible to compete. 

2. Percentage of specimens qualifying 
for OGA Membership. 

3. Percentage of specimens awarded 
Honorable Mention. 

4. One point additional credit will be 
given for each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed of 
Alan C. Lloyd, Charles E. Zoubek, Charles 
Rader, Anne G. Kovacs, and Florence E. 
Ulrich, Contest Chairman. 


General Instructions 


Before preparing individual and team 
papers, read these details. They are im- 
portant to correct entry. 


1. The Contest copy on the opposite 
page must be used by all contestants. 

2. Any good penmanship paper, pret- 
erably ruled, may be used. 

3. Pen (preferably) or pencil may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo of 
blackboard notes must be submitted in 
the Teachers Contest Division. 

4. Write at the top of the paper your 
name and personal address. If you are 
a teacher or a student, give the name and 
address of your school and state whether 
or not you hold an OGA or Contest award. 
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If you are a reporter or office employee, 
give the name of the firm by whom you 
are employed and mark your Contest 
Copy “Stenographers Division.” 


5. Only one paper may be entered 
by any one contestant, but the Contest 
Copy may previously be practiced to de- 
velop contestant’s best style. 


6. Mail Contest entry to OGA Contest 
Committee, Topay’s Secretary, 330 
West 42 Street, New York 36, N. Y. Post- 
age must be paid at first-class rate. 


7. An OGA Contest Blank, properly 
filled out, must accompany School Con- 
test Clubs. Teachers can obtain this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped, self-addressed envelope. 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January.) 
This Contest Blank is to be used in 
connection with School Clubs only. 


8. No entry fee is charged. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
should be addressed to the Membership 
Examiner, Topay’s Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 15 cents for Membership Certifi- 
cate; 50 cents for Superior Merit Certi- 


ficate or OGA Pin. 


10. The Contest closes March 1, 1956, 
and papers that reach us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 15.) Results will be announced 
in the June issue of Topay’s Secretary. 
No report on the Contest other than that 
will be made (except mailing of prize 
awards and certificate reports on Mem- 
bership applications ). 


ll. We repeat: Ten or more contest- 
ants are required to constitute a Contest 
team. Only one team may be entered by 
any one school or office, but the students 
of more than one teacher and stenogra- 
phers of more than one department may 
combine their work into one club repre- 
senting the school or the office. If fewer 
than ten are eligible, contestants may 
enter for individual awards. All school 
teams are automatically entered in the 
Student Division also; all office teams, for 
individual Stenographer awards as well 
as for the office cup. 


12. In order for us to rate school teams 
properly, teachers must state specifically 
which entries are from Junior students 
and which from Seniors. A Junior shall be 
a student in the first year of a two-year 
(or longer) course or one who shall have 
had not more than five months’ instruc- 
tion in a private school or in an intensive 
one-year course in high school or college. 

“Review” students or postgraduates 
must be entered as Seniors, regardless 
of the length of time they have been in 
their present school. 
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OAT 
SENIOR 


Senior candidates must 

submit the complete production 
project a corrected copy of the 
rough-draft letter and a copy of the 
lunior Test poem. Fither plain 
paper or letterhead may be used in 
typing the letter: plain paper. 

of course, for the poem. Check the 
Junior Test instructions care 

fully and read back your lette1 

to be sure your copies are 

correct before submitting them for an 
award. Set the letter up in 
<quare-blocked style. 


You may practice the copy as 
often as you wish until your specimen 


represents your very best work. 








TO GET YOUR AWARD 


Mail sour work to the (rege Aw ards 
Department Cl6Oth Fleer, 330 West 
12 Street, New York 36. New York), 
accompanied by the correct fee: 15 
cents for each certificate: 50) cents 
for each OGA. UAT. of 50-word 
CT pin; 75 ecents tor each higher- 
speed CT award. + Be sure your name 
and address appear on sour paper. 

Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Decem- 
ber copy is good as membership tests 
for OAT, CT (page 10). and OGA 


awards until January 20, 1956. 











OAT 
SUNIOR 


In order to lengthen this copy 

to place better on a full 

sheet of paper, break some of the 
verses SO as to give youa twelve-line 
arrangement of the poem: but 
capitalize the verses as shown here. 


To win an award. copies must be 

(1) neat and clear, (2) well placed, 
(5) without strikeovers or typo- 
eraphical errors, (4) uniformly 
spaced throughout. and (5) « orrectly 
pelled and punctuated. ’ 


it may he rety ped as often 
as necessary to give you an artistic 
copy for submission, 


The Pittsburgh Monthly 
42-17 83rd Street 
Pittsburgh, Pennsylvania 


Gentlemen: 





Attention: Copyright Editor 


In the last issue of your magazine, you published the poen, 
"Talk Happiness," a copy of which I am eng losing. 1 owe 
supply you with the author's name ae it was not 
published with the poem. 
phachd bbe Zo —_ | | 
We ane-very-tnterestedis publishame this poem in our em- 


ployee mont » "The Beacon.” fT E aay Before we ; 
Ad 
can do this, We hded to obtain permf ssiongie-—nee— 


S cameeiienent Therefore, would you please supply us with the 
following information: 





1. , Do you have the copyright on this poem? 
(2. || If so, what must we do to publish it in 


| oyr magazine? 
f opyrTteht., can you 


| supply us with the name of the pub- 
| lisher who does? 








4, 5 5 2 Se. — — = = F . 
\era it unknown? ; ) 
\ Ww kat ha ths autheya~ Atore, ra 
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Since we would like to include the poem in our Chfistmas is- 





sue, we behave the necessary permission by Werembexr 10. 
&@> we appreciate : 
conrentence, 
She f ae wbty 
, . le GC 
Cordially yours, j » yi RL: 1p 
Enc. 


Features Editor 











Talk Happiness 


Talk happiness. The world is sad enough 
Without your woes. 

No path is wholly rough. 

Look for places that are smooth and clear 
And speak of these to rest the weary ear 
Of earth, so hurt by one continuous strain 


Of human discontent and grief and pain. 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 47) 


words CAN BE TEASERS 


Wanted: Verbs 


What are the verb forms for each of the following adjectives? 


l. negotiabl 3. redeemablk 5 nclusive 7. contributory 9. equal 
2. appreciative 1. influential 6 licatlvs 8. certified 10. false 


Catch the Misspellings 


\ comparatively few words cause a large percentage of spelling errors. Which of the following ten 


frequently used words are misspell d? 


} ] 1 
! rCCCIV« ) CCASION ) S rate i Lc" imdation } ti 


2. belei } curence 6. cxistent S. preceed LQ. ] ite 


W hich Preposition ? 


In each ot the foll wing sentences indicate the pre position that should be used In the blank space. 
\l ster sa prejudice iwsterv st 6. The club thers finally agre et of 

2. Dread is synony fea bylaws 

5 The game was x that I b 7. Main Street 1 irallel | St t r two 
} is ; vil 

1. IT am not at all satisfied . ... . the results of the in- S. Miss Boyd has a wide acquaintanc the classi 

vestigation 9. His wite dor t agree . i the selection 

5 rh supet Ss | yp SCevetns it the 

{ vecha lO. HH rt ther 


Oh, Those Compounds! 


Which of the following compounds should be written as two words? one word? hyphenated? 


{ 1 7 — ; ' 
] sel yin ] ) ie te t ) I father } te 
2. week end 1. not with standing 6. tw tv hiv S ( n sens¢ 10 


Foreign Expressions You Meet 


Ten frequently used foreign expressions appear in the lettered columns a-j, the definitions in the num- 


bered columns but in a jumbled sequence. Can you tie them together? 


carte blanche (f per capita ] for Ca h person 6 ni ted authority 
b bon vovage \¢ Gaz 4 ithedra 2 i false ste p ri | 
( faux pas h terra firma ) common spirit of a group S i good journeys 
(d esprit de corps (i) de luxe 1) social know-how Y ifter the fashion 
( a la mode (J savolr-taire 5 solid ground LO vith authority 
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CEMBER 


COMPETENT 





TYPIST 


TEST 





speec note 
speed divide total by nur 


ber of minutes: or, to 


e the number indicated at the end of the last 


opied completely 
subtract 10 for 


and add 1 for each additional 5 strokes typed To get 
each error before dividing by number of minutes 


r 


Toss 





The typical beginning worker does 
not like to ask questions. I suppose his 
is a normal fear. He does not want to 
appear to be a beginner; he does not 
want anyone to think that he is a nov- 
ice; he is afraid of revealing his inex- 
perience. So, he goes ahead blindly with 
the tasks that are assigned him, holding 
his breath and hoping for the best. He 
probably does not realize that, if he 
does make a mistake because he did not 
understand what he was to do, his su- 
pervisor will wonder why on earth the 
newcomer did not ask questions. 

To protect yourself and at the same 
time to get in your mind the exact de- 
tails of a set of instructions, grab a pen- 
cil and jot down enough notes to make 
sure you will be able to complete the 
assignment. If several steps are in- 
volved, do your best to get them down 
in a very clear one, two, three order. As 
you work, then, check off the steps as 
you complete them so that, if you are 
interrupted, you will know where to 
pick up. This careful procedure will be 
of help in other ways. Some jobs as- 
signed you are done once a week or once 
a month or at some other typical inter- 
val; because you may have to work the 
steps several times before you master 
the routine, particularly if the proce- 
dure is rather involved, your written 
guide will save you the need of running 
around and asking what to do if you get 
lost when you are halfway through. 

Add your own notes as you do the job 
or when you review it. There may be 
some information that will be helpful 
the next time you do this work. Keep 
your description sheet for future refer- 
ence. You can never tell; you might 
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Words 


want to use it to help the next new- 
comer, in case you are promoted and 
have to orient him to the work you have 
been doing. 

There are many times when you 
really cannot be expected to know all 
the answers. Suppose, for example, that 
a letter is dictated to you in which an 
order is placed for shipping three thou- 
sand copies of your company’s cata- 
logue to your Miami office. Before you 
transcribe, you read the incoming let- 
ter and find that the branch office man- 
ager down there asked for only three 


‘hundred copies. Could your notes be 


wrong? Or did the dictator decide that 
the branch manager had not asked for 
enough copies? Or could the Florida 
stenographer have made a mistake? 
You have to ask. 

In a large organization, your intro- 
duction to the work of your desk may 
come through a short and very helpful 
training period, in which you learn 
what letter style the company uses and 
how many carbons are to be made, and 
so on. But, in a small office, you may 
find yourself taking dictation without 
having had a chance to ask about such 
matters. You try to remeinber what 
you have learned about carbon copies 
and about letter styles. You try to re- 
member the different ways of arrang- 
ing a dictator’s title or name, or both. 
There you are, with pages and pages of 
notes—and no coaching. There is only 
one thing to do; ask questions. If there 
is another secretary to whom you can 
direct your questions, good. Perhaps 
you can learn what you need to know 
by looking at the carbon copies of 
earlier correspondence in the files. 


(Jf necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Claudia Garvey 


40 TODAY'S SECRETARY @ December, 1955 


328 
335 
343 
346 


598 
606 
613 
620 
627 


we tree ere me 





392 


484 


902 


591 
598 
606 
613 
620 
627 


TRANSCRIBING 


SPEE D 


PRACTICE 





is the sar as ber oe m- — across the page, and it is pro ded so tl 
from shor nd. Compt your rate on this word-countee 


at you can test and compare your speeds of typing from print and 
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BY CARL H. NELSON 
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(Armistice Day, 1943) 
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MESSENGER SERVICE 
PAYS 


(Continued from page 35) 





which many secretaries previously 
have been burdened. For instance, 
we pick up travel tickets and reser- 
vations, stamps, proofs, interoffice 
mail, magazines, theatre tickets— 
and the boss’s lunch. We deliver 
contracts, bids, news and publicity 
releases (directly to the editor). 
We file legal documents, too. And 
the cost of such service is surpris- 
ingly low. Our messengers love sub- 
ways and buses; they loathe cabs. 


MESSENGER SERVICE IS NOT LIMITED 
to the delivery of envelopes or 
small parcels. For that heavy or 
bulky shipment that has to go 
places in a hurry, the “correct 
thing” (in New York City) is to 
call for a Mercury truck. The aver- 
age truck delivery is made within 
one and a half hours, regardless of 
weight. The truck driver is better 
fitted and better trained for the 
handling of heavy material than the 
foot messenger—or several foot 
messengers, for that matter. 

Truck service, like foot-messen- 
ger service, is available in most lo- 
calities. A finely developed and con- 
trolled dispatching system means 
immediate routing of a messenger 
or truck to a customer or to the 
point of pickup. It certainly is fast- 
er than the “Gal Friday” who must 
leave her office to travel to the 
point of pickup and then make a 
return trip. 

Fortunately, New York boasts 
one of the best transportation sys- 
tems available and has a better con- 
centration of industries. This en- 
ables companies like ourselves to 
get around more quickly and to 
provide better service. The princi- 
ple, however, is the same in other 
cities, except that the method used 
may vary. In Chicago it is not un- 
usual to have a large truck call for 
your small parcel; in Philadelphia 
a small truck may handle your en- 
velopes. Yes, trucks, large and 
small, bicycles, scooters, pogo 
sticks, and plain shoe leather all 
contribute to running that errand 
and getting your package deliv- 
ered. 

A final reminder to busy execu- 
tives and their busier secretaries: 
Messenger service pays—it doesn't 
cost. 





CHRISTMAS PARTY RECIPES 


(Continued from page 15) 








the tomato juice. Add to the hot to- 
mato; stir until dissolved. Taste and, 
for extra tang. add four drops of ta- 
basco sauce and one teaspoon of Wor- 
cestershire sauce. Put through a fine 
sieve or food-mill. Transfer to a quart- 
size Vapocan. press down the _ rigid 
plastic lid and freeze. 

To THAW: Remove from freezer and 
place in refrigerator. Allow at least six 
hours to thaw in refrigerator. 

Turn out on a platter and decorate 
with slices of canned pineapple and 
green mint sprigs. 


PEANUT-BRITTLE ICE CREAM 


2 teaspoons unflavored gelatin 
2 cup cold water 

34 cups evaporated milk (scald) 
® cup sugar 


1 
1 
1 
114 cups heavy cream, whipped 
2 teaspoons vanilla or | teaspoon 
maple extract 

14 pound peanut brittle, crushed 


into small pieces 


Soften gelatin in cold water. then dis- 
solve it in the scalded evaporated milk. 
Add sugar and extract. stirring until 
sugar is dissolved. then allow this 
mixture to cool. Pour into ice-cube 
trays and chill in the refrigerator until 
slightly thickened. Fold in whipped 
cream and return to ice-cube trays, 
then freeze for one hour. Pour into a 
chilled bowl and beat vigorously until 
it is smooth, but not melted. Fold pea- 
nut brittle into the mixture. Package 
in square-size Vapocan and freeze. 


OLD-FASHIONED SUGAR COOKIES 


1s cup butter | egg 
| cup sugar 1 tablespoon milk 
14 teaspoon vanilla 

11% cups all-purpose flour 
14 teaspoon salt 

1 teaspoon baking powder 


Cream butter. Beat in sugar. egg. milk. 
and vanilla. Add flour, salt. and baking 
powder sifted together. Mix well. Fold 
into pint-size Vapocans. Seal and freeze. 
To THAW AND BAKE: Thaw just 
enough to make the dough manageable. 
Remove from Vapocan and roll dough 
14 inch thick on a lightly floured board. 
Up to 4% cup of flour may be added to 
the dough to make it stiff enough to 
roll out, if necessary. Cut out with 
cookie cutter and sprinkle with colored 
sugar for decoration. Arrange on but- 
tered cookie sheet and bake at 375° till 
delicately brown (5 to 8 minutes). 


CANAPE SUGGESTIONS 


Cream-cheese dips can be prepared 
in advance and frozen. Chopped wal- 
nuts, olives, or maraschino cherries 
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can be lightly blended into softened 
cream cheese and fluffed with a few 
teaspoons of milk or cream, 

Thaw well in advance of party time 
and add a little more liquid. Cherry 
juice will give the mixture a_ pretty, 
reddish color. 

Serve in a festive bowl surrounded 
with melba toast or unsalted crackers 
for dipping. 


Chopped egg, minced tuna fish or 
chicken can be frozen, thawed, and 
spread on fingers of toast. Garnish 
with thinly sliced gherkins or green 
olives and red pimento. Sprinkle with 
paprika. 

On-the-spot warm canapes that are 
easy to prepare are “Christmas Check- 
ers.” Spread butter on two-inch squares 
of lightly toasted white and whole 
wheat bread. Then spread with softened 
cream cheese and top with a dash of 
red currant or raspberry jelly. Just be- 
fore serving, place on a buttered cookie 
sheet and pop into a moderately hot 
oven for five minutes. 


CRANBERRY ALMOND RING 


| pound cranberries 

2 cups granulated sugar 

| cup water 

2 tablespoons orange marmalade 
Juice of 2 lemons 

34 cup almonds 


Combine sugar and water and bring 
to a boil, cooking for five minutes. 
Add washed cranberries and cook un- 
til they pop and become transparent. 
Remove from fire and blend in orange 
marmalade and lemon juice. While this 
mixture is cooling, blanch and drain 
almond meats. Slip off their skins and 
break them into halves. Chill almonds 
and add them to cranberry mixture 
when it is well chilled. Freeze in a ring 
mold. Thaw and turn out of mold a 
few hours before party time. To serve, 
fill center with fluffy white dressing. 

For dressing, beat together until 
fluffy 1 cup of mayonnaise and 1| cup of 
sour cream. 


CHRISTMAS EGGNOG 


| cup sugar 12 eggs 

1% teaspoon salt 2'4 quarts milk 
| tablespoon vanilla 

| pint heavy sweet cream 


Add sugar and salt to eggs and beat 
well with rotary beater. Stir in milk 
and vanilla. Fold in stifly whipped 
cream. Pour into Vapocans and freeze 
immediately. Take the containers out 
of the freezer at least six hours before 
the party to defrost. Remove from 
Vapocans and add nutmeg. Yield: 25 
to 30 servings in punch cups. 
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Voss Business-Riter is designed to pro- 
vide big-machine performance and_big- 
machine results while eliminating excess 
bulk. This new Voss typewriter has a 
13-inch carriage and features key-set tab- 
ulation, end-of-page gauge, erasure table, 
44 keys—88 characters. It is available in 
five colors: Maroon, black, white, green, 





and sand gray. The Business-Riter is list 
priced at only $120.00, plus F.E.T. For 
further details, address inquiries to Metro- 
politan Typewriter Company, Inc. (ex- 
clusive Voss Distributors in the U.S.A.), 
Dept. TS, 18097 Sorrento, Detroit 35, 
Michigan. 


No danger of accidents with the new 
Safe-T Paper Cutter, featuring the exclu- 
sive hidden blade. The cutting edge is 
completely concealed and cannot touch 
anything except the material being cut. 
Tissue, paper, cloth, and cardboard can 
be cut with ease, accuracy, and safety. 
The cutter operates with a one-hand 
press-and-slide motion and will cut up to 
20 sheets of bond paper without bevel or 





wave. A black plastic guide-bar provides 
for simple adjustment to any size or angle, 
while the transparent cutting channel per- 
mits cutting on premarked guide lines. 
Available in sizes of 12, 15, 18, or 24 
inches. At your local office suppliers or 
write Hectographic Corporation, Dept. 


TS-5, 110 W. 17 St., New York 11, N. Y. 


A New Air Freshener, designed to clear 
any room of odors in a matter of seconds, 
may be had under the name of Sure-Rite 
Jet Stream Air Freshener. Available in an 
aerosol bomb container, this room de- 
odorizer may be purchased through local 
office supply stores. The product is the 
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fourth in the Jet Stream line put out by 
the American Stencil Manufacturing 
Company. For additional information, 
write the manufacturers, addressing your 
inquiry to Dept. TS, 2714 Walnut Street, 
Denver, Colorado. 


Regal Gift, to make the boss (or any- 
one ) feel like a king. Swingline Gold-and- 
Black Stapler Desk Set is unusual, useful, 
and especially handsome. Gift Package 
contains gold-plated desk stapler, 5,000 
Speedpoint staples, and # black-and-gold 





Staple-X-Tractor. A gift that is different, 


yet practical, too. Set is $10. May be pur- , 


chased through stationery, department, 
and gift stores; or write to Swingline, 
Long Island City, New York. 


Modern design characterizes a_fiber- 
glass wastebasket that is said to be fire- 
safe, and resistant to steam and chemicals. 
Rectangular in shape, the lightweight con- 
tainer has a vinyl bumper bonded to the 
top of the basket to prevent damage to 





furniture. Reported not to scratch or dent. 

The basket measures 8% by 17 by 13% 
inches high, and is available in gray, 
green, tan, and black. 

Additional information may be had by 
writing to Corry-Jamestown Manufactur- 
ing Corp., Dept. TS, 45 N. Center St., 
Corry, Pa. 


The “Better Mousetrap” will have the 
office staff beating a path to your desk. 
Actually, this mousetrap is a gold-plated 
paper clip designed for decorative and 
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practical desk duty, Set in a crystal lucit 
base, 2 inches by 34% inches, with a 
miniature mouse perched gaily on th 


spring. Mouse is gold-plated, too, has red 





enameled ears and black eyes. Mousetrap 
Paper Clip is $1, postpaid, from Bodine’s 
of Baltimore, Dept. TS, 444 E. Belvedere 
Avenue, Baltimore 12, Marvland. 


Stencils Again. Zip! a new and better 
product is on the shelf of our office-supply 
store—and we are delighted. But we sel- 
dom think of the countless research labs 
that burn midnight oil to improve the 
materials we use every day. Just listen to 
what they've accomplished tor the hum- 
ble mimeograph stencil! Each stencil the 
Bohn Duplicator Corporation markets 
comes with an individual carbon cushion 
sheet attached in the same way that 
modern office forms are inter-leaved with 
snap-out carbons. This means (1) that 
you never touch the carbon; (2) that 
there’s no necessity of saving the carbon 
for the next stencil. B D C Stencils are 
also easy on the eyes. Soft green is used 
—a new, laboratory-proved color, which 
lessens eyestrain and, consequently, er- 
rors. Other claims: Type clogging mini- 
mized, impressions sharper. Samples and 
complete information are yours from 
Bohn Duplicator Corporation, 260 Fifth 
Avenue, New York 1, N. Y. 


Desk Pig Pen is useful and attractive. 
This little pig can be stuffed with memos, 
letters, etc. He'll keep them within reach, 
your desk uncluttered. His curly tail holds 


\ 


a ball point pen that uses standard refills. 
Pig is 6% inches long, 3 inches high. 
Comes in smart black wrought-iron finish. 
Just $1, postpaid (add 15 cents West of 
the Mississippi). Write Mayflower Crafts- 
men, Dept. TS, 93 East 4th Street, 
Brooklyn, New York. 
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ASK THE EXPERTS... 


(Continued from page 7) 





_letters a personal touch instead of mak- 


ing them the stiff. cold type of cor- 
re spondence formerly considered neces- 


sary. 


0). {re there any definite rules for para- 

‘ 
iphing? Why is it that the same letter 
he given to several different people and 


» one will have 


uragraph? 


i different break for a 


{. In your study of English composi- 
tion. you learned that each paragraph 
of a composition develops a single topic 
of the subject. \ business letter. how- 
ever. ordinarily deals with only one 
topic. This topic may be split into parts 
and a paragraph assigned to each part. 
The splitting must. of course. be done 
according to a logical plan. Example: 
1. An opening paragraph. 
2. One or more paragraphs contain- 
ing the message. 
3. A closing 


paragraph containing 


words of leave-taking. 


(). What is the proper way to address a let- 
ter to. a small boy? | was criticized for ad- 
dressing the envelope to Tommy Jones. 


Junior, and not using an esquire. 


{. In addressing a small boy. the cor- 
rect title is Master. 
should have been addressed to Master 
Thomas Jones. Jr. 


Thus. your letter 
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Words 


(Key to teasers on page 39) 


WANTED: VERBS 

1. to negotiate; 2. to appreciate; 3. to 
redeem; 4. to influence; 5. to conclude; 
6. to indicate; 7. to contribute; 8. to cer- 
tify; 9. to equal; 10. to falsify. 


CATCH THE MISSPELLINGS 
Wrong: 2. believe; 4. 
separate; 7. 


occurrence, oO. 


accommodation; 8. precede. 
WHICH PREPOSITION? 


1. against; 2. with; 3. of; 4. with: 5. of; 
6. on; 7. with or to; 8. with; 9. with: 10. to. 


OH, THOSE COMPOUNDS! 
I'wo words: 2, 5, 8; one word: 4, 7, 9, 
10; hyphenated: 1, 3, 6. 


FOREIGN EXPRESSIONS YOU MEET 

a) (6); (b) (8): (©) = (3); 

d) = (8); (e) (9); (&) = (1); 

g ) (10); ¢(h) 5); (i) 7); 
2: {4}. ® 





ANNOUNCING THE 43D ANNUAL 
INTERNATIONAL OG A TEST 


(Continued from page 36) 





another fan. “As a result of the 
OGA Contests, I have scores of 
friends in far-off places with whom 
I exchange letters and gifts—the let- 
ters always written in shorthand, of 
course. It is great fun.” (And it 
really is an International Contest, as 
our winners lists each year attest. ) 


You, TOO, CAN ADD ZEST to your 
shorthand training, or to your daily 
use of shorthand, by taking part in 
the Contest. Strive to win an award 
and to receive Honorable Mention 
this vear. You will appreciate the 
advantage of practice in develop- 
ing a good writing style as soon 
as vou have tried it in this Con- 
test. 

“My boss commented recently,” 
a secretary wrote, “on the number 
of letters | get out in a day and 
Says he doesn't even have to read 
them any more! This improvement 
in my transcribing work is due, | 
know. to the practice I got while 
striving for membership in the Or- 
der of Gregg Artists. Thanks for 
the OGA Contest!” 


BEAUTIFUL PRIZES ARE OFFERED in 
the Contest—school trophies, ban- 
ners, and lovely large certificates 
for framing; individual prizes of 
United States Bonds, Cups, 4-in-1 
Staplers (youll like this new 
award! ), Fountain Pen Desk Sets, 
and other useful and 
awards. 


valuable 


You can be among the winners! 
Sharpen your pencil, fill 
fountain pen, get plenty of paper, 
and begin now to practice for the 
award vou set your sights on in 
this vears Contest. The copy is 
on page 36. The Contest is open to 
every Gregg writer except former 
first-prize winners, 

Read the instructions for both 
individual entry and club entry. 
If ten or more entries are received 
from an office group or N.S.A. 
Chapter, a special trophy will be 
given the group entering the best 
papers. 

Rally now to the grandest short- 
hand event of the season—the big 
International OGA Contest now in 
its forty-third year! 


your 





SUNIEOR OGA TEST 


(Use copy on page 36 for December OG A Membership Test as well as Contest Copy.) 
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How fast can you read shorthand? You 
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Help Yourself 


BY MARGARET OTTLEY 
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(Continued on page’51) 


an probably speed through this page, which is based on Chapters One through Eight of the Manual. 
ed in groups of twenty “standard” 


ds each, so that you can estimate your reading speed. 
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Gifts for Those 
Who Have Everything 


For every woman who 
travels—near or far—a 
DeVilbiss perfume 
atomizer with its own 
zippered carrying case. 
The atomizer is hand- 
polished crystal, will 
hold % ounce of pre- 
cious perfume. It has a 
new safety closure that 
prevents evaporation 
and leakage with a 
twist of the crown. 
Zippered case comes 
in a host of attractive 
colors. Price: $7.50. 





Selection of — sixteen 
gift packages of im- 
ported treats, ranging 
from Icelandic caviar 
and English teas to 
Bavarian cookies and 
Italian sweets. ETS. 
John Plain S.A. packs 
them for Andrew Flagg 
& Co. For catalogue, 
listing assortments and 
prices, write Andrew 
Flagg & Co., lll N. 
Canal Street, Chicago, 
illinois. 





A treasure-trove of de- 
lectable dainties from 
Hicks—miniature choc- 
olates, glacé fruit, Ger- 
man petit fours, French 
caramels, and other 
treats. All wrapped up 
ina beautiful wrought- 
iron container that will 
have many uses after 
the last tidbit has dis- 
appeared. Just $12.50 
from H. Hicks & Son, 
Dept. P, 16 East 49 
Street, New York 17, 
N. Y. Delivery charge 
outside Manhattan. 
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diamond- 
studded wrist watch 
will be every girl’s best 
friend. La Petite, as 
it’s called, is designed 
for after-dark wear. It 
features a tiny, slim 
case in 10-carat white 
or yellow gold, an un- 
breakable mainspring 
(it can’t be over- 
wound), and a 23- 
}¢ wel 


Bulova’s 


movement, Six 
precision adjustments 
insure accuracy and 
long wear, $59.95. 











HAVE YOU HEARD 
about JHE 7 


it’s a bigger help than aspirin; takes a lot of headaches out 
of technical dictation or transcribing technical manuscripts. 


HAWLEY'S TECHNICAL 
SPELLER, By Gessner G. 
HAWLEY and ALiIce W. 
HAWLEY, spells the tough- 
est words with clear-type, 
lucid ease * Gets rid of 
guess‘ng—'‘/s it spelled as 
one word, or two?" + Correct 
hyphenation at a glance - 
Preferred word divisions 
made plain + Quickly ex- 
z plains confused meanings 
Nitag: Ff and spellings - Points correct 
[= use of misused prepositions. 
[ae Yes, it has the scientific 
| : words you can’t find in ordi- 
nary dictionaries. 
Mail This Coupon Now for 
Your On-Approval Copy 
SEND NO MONEY 


REINHOLD PUBLISHING CORP., Dept. 860! 
430 Park Ave., New York 22, N. Y. 
Please send me HAWLEY’S TECHNICAL 
SPELLER to read and examine ON AP- 
PROVAL. In 10 days I will return the book 
and owe nothing, or I will remit the purchase 
price, $2.95, plus postage. 
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Helpful tip! 
Show this ad 


to your office 


Name 
1 Address 


! City Zone State . 
(.0 Check here if you ENCLOSE payment, we pay post- 
age. Same return privilege. Add 3% sales tax on 


manager. 


New York City orders. 
=_—_——_— — Tei ee ll TS Oe rr ee er 





THE VERY BEST VALUE 
IN COPYHOLDERS 


e Patented Knee-Action Grippers 
Hold All Copy Securely 














16°W x 12°H o°W x 16°H 


-YOUNG CORPORATION 


Cuets.rOUNG 


C SUMID- OY Se 


Copyholde 


COrrtHo.ote 


10 West 16th Street ° New York N.Y 








here 


is a wonderful new system of 


picking up your shorthand 
speed in a hurry with loads of 
specially selected shorthand 


dictation on phonograph rec- 
ords in all speeds. 


Send for free 
descriptive literature 


DICTATION DISC CO. 


170 Broadway, Dept. 123, New York 38, N.Y. 
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A gift they'll 
appreciate 









every 
writing 
day 


OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-action fountain pen designed by Gregg for the 
use of shorthand writers. Sleek black barrel with perfect shorthand- 
writing balance. Identified by Gregg symbol! in baked-on enamel 


on the cap. Each pen: $5.75 net. Discount of 20 per cent on 


orders of six or more. 


ESTERBROOK GREGG 
. APPROVED FOUNTAIN PEN 


Available in black barrel. 


No. 1555 Each Pen, net, $2.50. No. 1555 
Renew Point, net, $.50. No. 9555 Each 
Pen, net, $3.00. No. 9555 Renew Point, 
net, $1.00. 


Discount of 20 per cent on orders of 12 or 
more. 
Gregg Supplies Department 


New York 36, 330 W. 42nd St. 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post St. 








BE 
WELL-APPOINTED 
... ALWAYS 


ee 





Ask your stationer for prices 
WORK-A-DAY 


Moral: Use. SCHEDULE-A-DATE 


sy ~—at important business and social engagements 
—calmly, efficiently, and socially relaxed. 


Ke e 
an Keith Clark, Dc. 130 West 42nd St., New York 36, N.Y 








The Calendars that work for you 
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i fyg, ‘rt type that sparkles 
Vy; like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


MO CARBON-TETRACHLORIDE 


60¢ at all stationers 
and typewriter dealers 


I; 











EVERY DAY’S A HOLIDAY! 


(Continued from page 11) 





ARLINE IS A FINE EXAMPLE of her boss’s policy of pro- 
motion from within. After a postgraduate high school 
course in commercial subjects and a clerk-typist job 
with Book-of-the-Month Club, Arline applied for a 
typist’s position with Music Hall’s accounting depart- 
ment. She had told the employment agency that she 
wanted a job with a future, and time has proved that 
she went to the right place. Soon after she started 
work, she was promoted to secretary to the accounting- 
department head. Less than a year later, she became 
Mr. Downing’s secretary. 

That was the way she began nine years ago; and, 
looking back, Arline comments: “Shorthand was really 
the ace up my sleeve. I hadn’t mentioned my steno 
courses because my job was just typing. But, when the 
secretarial position opened, the question came up and 
I was mighty glad I had that knowledge tucked away. 
It was very easy to brush up. And now it’s second 
nature.” 


BECAUSE OF HER SPEED AND ACCURACY, Arline is able 
to get a lot of work done in comparatively short 
order, She finds that she is usually caught up with a 
day’s work in time to make her Long Island train soon 
after five o'clock. She arrives promptly at nine in the 
morning, enters the Music Hall through the executive 
door, and takes a private elevator to the executive 
suite. The soft lights, thick carpeting, and fine furnish- 
ings there do justice to the movie industry. Arline’s 
office, just off the hallway leading to Mr. Downing’s 
office, is sunny and handsomely equipped. 

On its wall are photographs in color that she has 
taken on various vacations. Her favorite is an enlarge- 
ment of the Grand Tetons, a site she was inspired to 
visit after seeing “Shane,” which was filmed in that 
area. Adjoining her office is a private bath and dressing 
room, complete with stall shower. 

In the office, Arline likes to wear feminine suits anc 
dresses in dark colors. She always wears a hat and 
gloves to work, and thinks that tasteful cosiume 
jewelry belongs with every outfit. 

“I do think,” she adds, “that working in the theater 
allows more leeway than the usual business office. 1 
I’m planning a date after work, I don’t hesitate to wea: 
a somewhat sophisticated dress.” 


ARLINES FAVORITE OFF-DUTY PASTIME is attending a 
local movie in Floral Park, Long Island, where six 
lives with her mother, aunt, and uncle. She sees abou! 
two movies a week, outside of Music Hall screenings. 
When she was planning a vacation in Hollywood, Mr. 
Downing arranged an MGM studio tour for her. 

“I watched Gene Kelly making a picture, saw Fred 
Astaire and Ginger Rogers on a set, and ate in the 
studio commissary next to Esther Williams and Peter 
Lawford,” she relates. “It was wonderi‘ul. In fact, it 
was just like being home at the Music Hall.” 
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HOW TO PUT ACROSS YOUR IDEAS 


(Continued from page 17) 





state of affairs necessary. These reasons might involve 
budget problems, company policy, or maybe just the 
pet notions of an eccentric but very important execu- 
tive. It’s extremely dangerous to go in and tell the 
person in charge, “Frankly, this is the most stupid 
system I’ve ever seen!” You may discover that this 
is the very system he himself thought up back in ‘38. 
\ positive approach is always best. And the better 
vou can understand the company’s viewpoint, the 
easier it will be for you. 


AN wweEA that is well thought out and tactfully pre- 
sented cannot help but reflect to your credit. Even 
though management may not actively solicit ideas, 
they are always willing to listen and are generally 
keenly appreciative. So, if your idea is not accepted, 
don’t feel discouraged. You may still have gained. 
The fact that you have made a good suggestion will 
put you down as a person actively interested in the 
company’s welfare—a person with initiative and fore- 
sight. Management is always looking for this type of 
person for the better jobs. Frequently the only clue 
they have that vou are a little better than the rest is 
their contact with you when you come in to offer your 
ideas. 

So don't be afraid to keep suggesting. Don’t under- 
estimate your ideas or fail to suggest them because 
vou think “they would never do it.” It isn’t a ques- 
tion of sticking your neck out but of putting your 
best foot forward. Your suggestions .for the com- 
panys welfare may indirectly suggest to your boss 
that vou are the one to assume greater company 
responsibility. 





HELP YOURSELF 


Continued from page 48) 
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WITH THE Exctusive ECONOMIZER BOX 





PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25°, more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department S 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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MAKE YOUR OWN INDEXES 


And SAVE 56% Typing Time 


AICO TYPERITE sapeing 


With Typewriter Spaced Insert 
Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 


For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Siraight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this time-saving feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 








INDEXES 














How’s Your BOSS'S Business Card? 


Is your card a wall, or a bridge, between salesman and 
prospect? Smart design, quality raised-letter cards 
woo receptionists and create a favorable first im- 
pression. Fine cards cost little more, are made by Hill. 
National companies with many salesmen use Hill 
cards. Coupon order plan saves money for users of 
5,000 cards a year. Write for folder now, give annual 
usage. Show this to your boss. 


If it’s worth seeing, put it on a Hill 


r.o.H ARIEL L,I nc. 


Fine Business Cards and Letterheads 


N.Y. 12, N. ¥. 


270 U-2 Lafayette St. 











Mas Secretary: Clip this, place it on your Boss's desk! 





EFFICIENCY-BOOSTING | 
FILE-A-SIST 





Work-saving File-A-Sist makes every filing job 
faster and easier. Hooks on any file drawer—left or right side. Holds 
letter and legal size papers. Green or gray finish. 

For Limited 30 Day FREE Trial Offer, clip 
od, attach to letterhead and send to 

> 2222 WEST CLYBOURN ST. 

MILWAUKEE 3, WISCONSIN 














DESK ACCESSORIES 


(Continued from page 13) 





14. PAPER WEIGHT. Too much draft can play 
havoc with neatly sorted papers. Use the leather- 
covered paper weight or one of the other attractive 
stvles to hold loose papers down. 

15. REFERENCE-BOOK COVERS. The telephone 
book and other reference books can have their own 
matching covers, too. They are commonly made to 


order, but telephone covers are sometimes stock items. 


16. WASTEBASKETS. No, vou don't put it on the 
desk just because it matches the accessories. But some 
of the modern wastebaskets are so attractive that you 
could! You can find a size and shape to match any 
need or taste. 


17. LAMPS. Decorators call lamps a necessity for a 
touch of beauty, in spite of all the strides that have 
been made in general office lighting. They are needed, 
too, to give that extra direct light you want for 
specific close work. Matching in leather, with its 
own leather base pads to prevent scratching the desk, 
or in a wonderful selection of metals, ceramics, 
or what have you, the lamp takes its own place as a 
dominant feature in the attractive office. 

18. INSTRUMENTS. Alone or in pairs, barometer 
and temperature/humidity meters have long been a 
favorite desk item for the executive. Use them your- 
self to promote air conditioning or an afternoon off! 

19. SORTERS. Filing, mail distribution, or work 
organization is simplified with a desk sorter. Sorters 
come in various sizes. for envelopes, for letters, and 
larger. They come with a complete A-Z breakdown or 
with but a number of general divisions. 


20. DESK ORGANIZER. Several styles of desk-top 
units keep stationery supplies in the open. readily 
available, instead of tucked away in a desk drawer. 
These are popular for secretaries and typists and for 
the home office. Shelves hold letterheads and second 
sheets, side compartments hold envelopes. 


21. TELEPHONE HOLDERS. secretary 
needs at least three hands. The nearest solution to this 
universal want is the telephone holder. Several clever 
designs utilize your shoulder to keep the receiver 
to your ear, freeing both your hands to write or sort 
as you talk. Now if someone would just find a way 


to provide another head. . . .! 


Every 


Maybe you're glad vou don't have to dust all these 
articles every morning, but you'll have to admit that 
any one of them will add beauty as well as utility 
to your desk. Pick out the ones you like the best 
and need the most, then plug for a larger desk so 
that vou can use the rest, too. If the boss doesn't 
have them all—yet—jot down a few for those hard-to- 
think-of gift items. And don’t forget the office at 
home! You can find a number of desk accessories 
on the list that would look nice there. 
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PENCIL-PACKIN’ SOLDIER 
(Continued from page 44) 
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Give them that extra margin of speed and skill 
for real professional performance . . . 


ADVANCED DICTATION RECORDS 


For developing office skills. Here’s the best way of familiarizing students 
with the kind of dictation they will experience on the job . . . untimed, 
with additions, corrections, deletions. Designed for use upon completion 
of theory. 12-inch, 78 rpm. Six records to the set. Complete with album 
$12.00, net, plus postage. 


SUSTAINED DICTATION RECORDS 


Staying power is assured when you incorporate this brand-new series into 
your advanced teaching and home-study programs. 10-inch, 78 rpm. 
Records one through four give business letters keyed to Previewed Dictation, 
by Zoubek. Five and six give Congressional Record material. Six records 
with album: $12.00, net, plus postage. 


GREGG SUPPLIES DEPARTMENT 
New York 36, 330 W. 42nd St. Son Francisco 4, 68 Post St. 
Chicago 30, 4655 Chase Ave., Lincolnwood 
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, FOR ADVANCED BUSINESS OPPORTUNITIES 
AND AS GIFTS TO FRIENDS AND RELATIVES 
se MADE FROM PORTRAIT OR PHOTO 
% YOU RECEIVE FREE, three full pages — a one page sample resume 
at and two pages of instructions, to help you prepare the resume to use 
ity with your wallet photos. — Your original portrait or photograph re- 
= 4 turned unharmed with 20 top quality 2. x 31 silk finish, double 
= : weight photos plus free sample resume. 
sO ; 20 FOR $1 — You'll love your pictures or money returned 50 FOR $2 
nt | APPLICATION PHOTOS, Dept. 53 FROM ONE ! 
to- 1 Box 271, Salem, Mass. POSE j 
We enclose portrait or photo and $__ for ea 20 f ! 
at | wallet photos and free sample resume and instruction sheets. or 1 
‘ies | NAME ions $1 00 | 
| ADDRESS - 
Promotion! [city . ____ on same. SR SEe sg 
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TAKE A SUN-O RAMA HOLIDAY TOUR NOW 
NO PAY! HOTEL ROOM.JS FREE ANY DAY THE SUN 
, *  DOESN’T SHINE SEPT THRU DEC 1955 


NO SUN 





7 wondertul days 
6 romantic nights 


‘24 


Rote per person, double occupency, 
April 15 thre December 31, 1955. 


Youn Porida Duam Vocation / 


° 
Florida is most enjoyable during the Fall Season when 


SARASOTA, FLORIDA 


LOW 
PACKAGE 
RATES 


Double occupency, including 
the air is refreshingly crisp but not cold. Many tropical — cir fore from cities 
este 
flowers are in bloom and a new scenic wonderland of ,yianta $ 72.02 
beauty is everywhere. All of this PLUS these extras: BOSTON 135.42 
CHICAGO 122.02 
air-conditioned accommodations, bathing at famous wew ORLEANS 82.02 
Sarasota Beach, golfing on Bobby Jones’ 27-hole course, NEW YORK 114.42 


PHILADELPHIA 115.32 
Jade Swimming Pool, shuffleboard, sightseeing tours, WASH’TON D.C. 99.02 


planned entertainment, “get-acquainted” cocktail 
party, Horn’s Cars of Yesterday, Cruise on Gulf of 
ORIVE- YOURSELF 
Special low rate $29.95 
Includes 100 miles 
FREE DRIVING New 
Ford or Chevrolet 


Mexico through jewel-like Florida Keys — all at no 
extra cost! And remember, any day the sun does not 
shine (Sept. through Dec ] your hotel room is free! 





FOR RESERVATIONS, see your local pin sans nove So, werahane 





TRAVEL AGENT, or WRITE, WIRE, or PHONE: 


Agent or thie betel te Oec. 31, 1955 








NEW SARASOTA TERRACE ote 


P. O. BOX 1720 — Seresote, Floride uu 











SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 
Get a handy 


1956 MONTH-O-RAMA 
A Whole Month’‘s 
Day-to-Day Schedule 
At a Glimpse 


You'll marvel the way this appointment 
systematizer keeps your schedule running 
smoothly Dates, dinners, plans, invita- 
tions, meetings etc. fit into an orderly 
pattern, without conflict. The MONTH-O 
RAMA keeps a whole month's day-to-day 
arrangements in front of you. Gives you 
the perspective panorama you need to 
pl a your time wisely. 

Each page a 11x81le2, blocked off by 


days, and e entire systematizer is 
neatly be ey “with spiral wire for per 
manence, Handy to keep at desk. phone 





home, for tra eo. A welcome gift or 
premium Satisfa uaranteed =e 
only $1 for 1956 “editic on Quantity price 


On ly — MONTH-0-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 











77 FOR IMPROVEMENT OF NOTES! 
GREGG SHORTHAND CORRECTIVE SLIDE 


Use the “overseer” in your practice for better notes. 
Correct shorthand forms in bright red ink on clear cel- 
lulose acetate, when superimposed on your writing, will 
show every flaw in formation, slant, and proportion. 
Just what you need in your practice on the OGA tests! 


HANDY AID 


The Shorthand Corrective Slides are available in 

either Anniversary or Simplified Gregg. They are 15c 

each, or $1.50 a dozen. Help yourself to become a better short- 
hand writer by ordering a Slide today. 


GREGG MAGAZINES DEPARTMENT 
330 West 42 Street, New York 36, N. Y. 

















18 RIVER STREET 


(Continued from page 22) 
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Today’s Teachers Today's Student Today's Secretary 


a few moments NOW . . . TODAY with this check list 
can mean wider opportunity for you 


Each item offers a means to better performance and higher 
skill . . . select the ones that can best help you or your 
classes. 








[| GREGG SHORTHAND DICTIONARY SIMPLIFIED— 
Gregg, Leslie, Zoubek 


Authoritative, official. In print and shorthand, over 30,000 words, plus 
separate sections on names and abbreviations. Every student and practicing 
secretary should own one. 336 Pages. List, $2.72 


MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and shorp legibility 
make the ‘‘Miniature’’ an ideal gift for shorthand-writing friends, an 
cppropriate award for classroom achievement, a practical reference for 
your own use. 335 Pages. List, $2.50. 


| |} 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume ore now in 
daily use. It serves as a handy reference for checking those transcription 
essentials. No definitions. One of the biggest ‘‘little’’ timesovers in 
secretarial practice. 249 Pages. List, $1.16. 


|_| STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 
The classic in secretarial reference. Packed with current informection that 
will aid you throughout your career, Gives you everything: ‘‘who or whom’ 
to ‘‘setting up a financial statement.’’ Lightening indexed. 626 Pages. 
List, $3.25. 


REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 


Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manval 
on the desk of every student and secretarial worker saves hours of valu 
able teaching and work time, It’s all right here: dictation and transcription 
tips, punctuation, grammar. Topics are numbered and coded for quick 
reterence., 192 Pages. List, $1.20. 


|_| TABULATION TYPING—Thompson 
A full treatment of the non-arithmetic easy-way tabulation. Telescopes oll 
procedure into 64 pages of intensive, interesting instruction. If tabulation 
is one of your office headaches, here’s the cure. 64 Pages. List, $0.96. 


|_| PROGRESSIVE TYPEWRITING SPEED TESTS—Mowunt 
Here’s the quick new way to step up typing speed: this new book and a 
few painiess practice minutes every day! 144 timed writings ranging from 
25 to 100 wam. Modern business vocabulary used throughout. 96 Pages. 
List, $1.32. 


|_| TYPEWRITING FOR SPEED AND ACCURACY—Rowe 
A comprehensive, all-inclusive drill book designed to increase speed and 
accuracy at any level of learning. Drill material is interesting and infor- 
mative. 128 Pages. List, $1.24. 


|} TYPEWRITING RHYTHM RECORDS—NEW SERIES 
Music with the tick-tock beat for developing the rhythm necessary for 
sustained typing power. Progresses from 16 to 52 wam. Six ten-inch, 
78 rpm records with album. $12.00 net plus postage. 


|) HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 
The key-bock to an interesting branch of specialization. Treats everything 
from medical ethics to medical-office bookkeeping. 400 Pages. List, 93.75. 


|_| MEDICAL SHORTHAND MANUAL AND DICTIONARY —Smither 
A reterence and practice book that gives comprehensive medical vocabu- 
lary, @ basic knowledge of the formation of medical words and phrases. 
Gives detailed cases in both shorthand and longhand, 320 Pages. List, $3.50. 


|_| DICTATION FOR THE MEDICAL SECRETARY —Berger and Byers 
Practice dictation from the three major areas: Physical, General, and 
Surgical Medicine. 313 Pages. List, $3.50. 


|__| SECRETARIAL PRACTICE TESTS—McFadzen, Graham, 
and Hannan 
In one compact booklet, 18 objective tests, each on one specific topic in 
secretarial training. Quick to take , . . easy to score. 80 Pages. List, $0.96. 


|_| OFFICIAL GREGG SHORTHAND NOTEBOOK 
Spiral bound. Pages lie flat while writing. Smooth finished, top-grade 
paper especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest 
buy in shorthand classroom supplies. Per dozen, net, $2.25. One or two 
gross, per gross, net, $21.00. Please add 10 per cent for shipments from 
San Francisco or Dallas, 


|_| OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 
The special glide-action fountain pen designed by Gregg for the use of 
shorthand writers. Sleek black barrel with perfect shorthand-writing bal- 
ance. identified by Gregg symbol on the cap. Each pen: $5.75 net. Dis- 
count of 20 per cent on orders of six or more. 


|_| ESTERBROOK GREGG APPROVED FOUNTAIN PEN 
Avoilable in black barrel. No. 1555: each pen, net, $2.50. No. 9555 
each pen, net, $3.00. Renew points available. Discount of 20 per cent 
on orders for 12 of more. 

|_|} DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, available for every level 
of instruction or practice. Let us send you complete information. 


CO 
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Why not clip this list today . indicate the quantity of each item you 
need . . . mail it to your nearest Gregg office with your remittance. Teachers 
and training directors: let us bill you at your usual educational discount. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 

New York 36, 330 W. 42nd St. Dallas 2, 501 Eim St. 

Chicago 30, 4655 Chase Ave., Toronto 4, 253 Spadina Rd. 


Lincolnwood London E.C. 4, 95 Farringdon St. 
Son Francisco 4, 68 Post St. 
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Suit by Jonathan Logan 


after five... thanks to her Remington Electric typewriter 





And no wonder electricity does 
the work—helps today’s smart 

women of letters turn out such 
truly beautiful work in so little 


lime, with so little effort and so 





bleasing to the boss. 
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Get MORE SPEED! 
Try This PEN For Gregg Writing 


Doctor Gregg proved it first. Every Gregg expert 
since has confirmed it. You get more speed and 
clearer notes when you use a pen for Gregg writing. 


And when your pen is made especially for Gregg 
writing, the difference can be truly amazing. You 
can prove it yourself. 


Next time you pass a pen counter, ask to try the 
Esterbrook Fountain Pen with the special Gregg 
Point (No. 1555). See how it speeds your writing— 
how effortless it is to use. Writes without pressure, 


—S SS III ele 





; 


never skips, never misses. And every stroke, every 
circle, every hook is beautifully clear—easy to read, 
easy to transcribe because all strokes are uniform. 


Another thing: the special Gregg point of the 
Esterbrook Pen is renewable. Should you ever 
damage it, simply unscrew the old point and screw 
in a new one. All pen counters sell Esterbrook Pens 
and Gregg Renew-Points. Prices are most modest. 
Complete pen with No. 1555 point sells for about 
the same as your favorite home permanent. Extra 
No. 1555 Gregg Points are 50c each. 


THE RIGHT POINT FOR THE WAY ~ t= GCG, 


YOU WRITE GREGG SHORTHAND 


anor No. 1555 





SHORTHAND PEN 


Teachers: Write for FREE Dictation Facts Booklet No.6 
— ‘Facts that everyone should know about Fountain Pens.”’ 


THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 


MADE IN U.S.A. 
CANADA AND 
ENGLAND 





